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ee Introduction 


Who is this book for? 


Business Vocabulary in Use Elementary is in the same series as Business Vocabulary in 
Use Intermediate and Advanced. It is designed to help you to learn basic business 
vocabulary. It also helps you to learn the language of business communication for social 
situations, telephone calls, business writing, presentations, and meetings. 


The book is for people who are studying English before they start work, and for people 
already working who need English for their job. 


You can use the book on your own for self-study, or with a teacher in the classroom. 


What is in the book? 
In the book there are 49 two-page units. 


The first three units are learner training units. They give you ideas on the best ways to 
learn. They explain the instructions used in the book, how to do the exercises, how to 
learn vocabulary and how to use dictionaries. It is a good idea to do these units first to 
help you usc the rest of the book in the best way. 


There are then two units about how to use numbers. 


After that, there are 28 subject units with key vocabulary for different business subjects, 
and 16 units with business communication language. These help you with the skills you 
need in business, for example in presentations and meetings. 


The new words and expressions for you to learn in each unit are in bold. They are 
explained in different ways, for example with a sentence showing you how to use them, 
or with pictures. Sometimes there is a '=' symbol, followed by some words to explain the 
new language. 


You can use the contents pages at the beginning of the book to find the subject or skill 
that you want to study, 


There is an answer key at the back of the book. Most of the exercises have questions 
with only one correct answer. But in some of the exercises, including the Over to you 
activities at the end of each unit (see below), you write and/or talk about yourself and 
your own organization. So the answers in the key for these sections are examples, to 
compare with your own answers. 


There is also an index. This is a list of the new words and expressions in the book and 
the unit numbers where they appear. The index also tells you how to say the words and 
expressions. 


The left-hand page 


This page shows the new words and expressions for each subject or skills area. Each page 
has a number of sections with the letters A, B, C (and sometimes D), and short titles. 


On the left-hand page there is: 
m information about the meanings of the words and expressions. 
m information about word combinations - words that are often used together. 
lm notes on language points such as the differences between British and American English. 
Ls 


notes to tell you where you can find more information in other units. 
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The right-hand page 

The exercises on the right-hand page give you practice in using the new words and 
expressions shown on the left-hand page. There are different types of exercise for this. 
Sometimes the exercise asks you to write sentences, or to write words to finish sentences. 
Some units contain tables or diagrams to complete, or crosswords. 


‘Over fo you’ activities 


An important part of Business Vocabulary in Use Elementary is the Over to you activity 
at the end of each unit. The Over to you activities give you the chance to practise the 
words and expressions from the unit in a way that is useful in your own job or studies. 


Self-study learners can do this section as a written activity. 


In the classroom, the teacher can use the Over to you exercises for discussion with the 
whole class, or in small groups. After the discussion the teacher can ask learners ta look 
again at the words and expressions that have caused difficulty. Learners can then do the 
Over to you exercise as a written activity, for example as homework. 


How to use the book for self-study 


Find the subject or word that you are looking for in the contents page or the index. Read 
the information on the left-hand page of the unit. Do the exercises on the right-hand 
page. Check your answers in the key. If you have made mistakes, go back and look at the 
unit again. Note down important words and expressions in your notebook. 


How to use the book in the classroom 


Teachers can choose units that relate to learners’ needs or interests, for example areas 
they have covered in course books, or that have come up in other activities. Alternatively, 
lessons can contain a regular vocabulary slot, where learners look at the vocabulary of 
particular subject or skills areas. 


Learners can work on the units individually or in pairs or groups, with the teacher going 
round the class assisting and advising. Teachers should get learners ro think about the 
logical process of the exercises, pointing out why one answer is possible and the others 
are not. . 


We hope you enjoy using this book, 
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Talking about language 


Grammar words used in this book 


Grammar word Meaning Example 


noun | a person or thing director, job 


singular one person or thing executive, office 


more than one person or thing executives, offices 


adjective ' describes a person or thing friendly, beavy 
adverb describes a verb: how something is done usually, often 
preposition used before a noun or pronoun in, on, with, for 
verb something that a person or thing does — work, make 


| often an action 


| base form the first form of the verb, used with ‘to’ to make 
(= infinitive) It’s easy to make a mistake. 


second form the verb form that you use to talk about She went to school in 


(= past simple) | the past Liverpool. 

| third form the verb form that you use in the present lve learnt a lot in this job. 
(= past participle) | perfect tense, and in passives | Tt was developed by IBM. 
question asctofwordstoask forinformation | Where does she work? 
answer a reply to a question She works in an office. 
phrase a group of words, not a complete sentence | an interesting job 
sentence a complete idea. In writing, it starts with a -He is very good with 

Capital Tetterjand ends with a full stop. _| computerse 

expression a word or group of words used in a I'll put you through. 


special situation 


To learn more about verbs, see pages 107-113. 


Understanding notes in this book 


vowels = the letters a, e, i, 0, and u AmE = American English 
consonants = all other letters formal = for public or official use 
BrE = British English informal = not official; used with friends or colleagues 


Understanding instructions in this book 


Complete the table. = Fill in the spaces in the table with information. (For example, 
exercise 27,1) 

Complete the sentences. = Write the missing words. (For example, exercise 5.1) 

Match the two parts of the sentences. = Join the two parts to make a whole sentence. 
(For example, exercise 18.2) 

True or false? = Is this right or wrong? (For example, exercise 9.1) 

Choose the correct word to complete each sentence. = Choose the right word to use in the 
sentence. (For example, exercise 24.2) 

Look at A/B/C opposite to help you. = Look at section A/B/C to find the information that 
you need to do the exercise. (For example, exercise 4.3) 

Put the sentences into the correct order. = Say which sentence is first, which is second, etc. 
(For example, exercise 43.3) 
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1.1 Write the grammar words in A opposite in your language. 
1.2 Look at B opposite. Write the instructions in your own language. 
1.3 | Write the words in the box in the correct column in the table. 


expensive learn 
money sales 


Adjective 


| 
| | | 


1.4 Are these phrases, sentences, or questions? Look at A opposite to help you. 


1 Do you get the train to work? question 
2 on the bus 

3 He went to school in London. 

4 good with computers 

5 Pm an architect. 

6 a part-time job 


1.5 True or false? Look at A opposite to help you. 


1 The plural of ‘office’ is ‘offices’. True 
2 ‘was’ and ‘were’ are the past forms of ‘be’. 
3 ‘om’ is a preposition. 

4 ‘cheap’ is an adverb. 

5 ‘sometimes’ is an adverb. 

6 ‘Can we meet on Monday?” is a phrase. 


1.6 Follow these instructions. 
1 Complete the sentence. 
i l Saa S Paris. 


2 Complete the table. Look at page 112 to help you. 


Base form (infinitive) Second form (past simple) 


was/were 


become 


came 


3 Match the two parts of the sentences. Look at A opposite to help you. 


1 A noun is a word a that describes a verb. 
2 An adverb is a word b that describes a person or thing. 
3 An adjective is a word c fora person or a thing. 


4 Choose the correct word to complete each sentence. Look at A, B and C opposite to help you. 


NE (base/second) form is the infinitive of the verb. 

TEP aE {first/second)}) form of the verb to talk about the past. 

ponent {singular/plural} when you talk about more than one person or thing. 
(question/sentence) is a set of words used to ask for information. 
(phrase/expression) is a set of words that is not a complete sentence. 
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YÄ Learning vocabulary 


| To help you remember vocabulary, keep a vocabulary notebook. Write the words that 
you learn from this book in it. 


Word combinations 
You do exercises in this book. Sometimes, you make mistakes. 


Words used together are word combinations. To help you remember word combinations, 
write in your vocabulary book: do an exercise and make a mistake. 


Word combinations show you which words can go in front of another word, and which 
words can go after it. More examples of word combinations: 


verb + preposition: I work in the sales department. (Unit 43) 
noun + noun: company car, company restaurant, company pension (Unit 25) 


verb + noun: 


arrange 
miss 
cancel 


a meeting 


| 
L 


Learn words in families 


The units are organized to help you learn words and phrases in families. 


Word family Some words in the family 
describing a product light fast easy to use 
| describing a service _ friendly reliable helpful 


Pictures and diagrams 
Draw pictures to help you remember words. 


|) [e] 


square coin note 


Draw diagrams like this one. Put more words in the diagrams as you learn them. 


te. Ci arrange 


\ 


e ' chair 
CO a 
ae sz ay ae 
—~/ 


ae 
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Mò 


N9 


J 
$ 


Choose the words from the box that can go in front of ‘job’. Look at Unit 8 to help you. 


full-time part-time sometimes overtime permanent contract employee 


Complete the table with words and phrases from the box. 


research and development cash marketing currency training dollars 
Word family Some words in the family 
money | cash | 


| company departments | 


Match the words to the pictures. 


1 photographer (Unit 6} 
2 factory (Unit 7) 

3 change money (Unit 22) 
4 load (Unit 29) 

5 fall (Unit 45) 

6 rise (Unit 45) 


wp ey = _ ee 

a a Dee 

oo ooo 
Va 5 ; a 
Ru com pa ny w m y. 
lt Set Sos —. 

—_— 
a ES 
ke pe 
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Using a dictionary 


What dictionaries do | need? 


You should use two dictionaries: a good bilingual dictionary (= English and your own 
language) and a good English-English dictionary, like the Cambridge Essential English 
Dictionary. 


The bilingual dictionary is easier to understand, but the English—-English dictionary can 
give you more information about a word or phrase. It’s good to work in English as much 
as possible. 


What Information does a dictionary give? 
Each entry gives: 
ms the meaning(s). Sometimes there is more than one meaning. 
the pronunciation (= the way that you say a word) using the phonetic alphabet. 
grammar information (if the word is a noun, verb, adjective, adverb, etc.). 


example phrases or sentences. 


common word combinations and expressions (in the Cambridge Essential English 
Dictionary these are in bold). 


© words with opposite meaning, if there are any. 


company /'kamponi/ noun 


1 (plural companies) an organisation which 
sells things or services: a software company 


2 {no plural] when you have a person or 
people with you: / enjoy his company. 


A dictionary entry 


How should | use my dictionary? 
Here are some ideas to help you. 


m Many words have more than one meaning. The first meaning is not always the one that 
you want. Look at all the different meanings. 


m When you look up a word, put a V next to it. When you go back to the page later and 
see the v, check that you remember the word without looking at the meaning. 


m [f you see an English word in a text, try to guess the meaning and continue to read. Then 
use your dictionary to check the meaning. 


mw If you look up an English word in a bilingual dictionary and find several different words 
in your own language, look up the English word in an English-English dictionary to find 
the right meaning. 
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mm em enate e 


, yia 


T paeafi ie 


~. 


3.1 


3.2 


3.4 


Use the Cambridge Essential English Dictionary (CEED), or another English-English dictionary, 
to do these excercises. 


Answer the questions. 


1 In CEED, the entries for words beginning with ‘A’ use 21 pages. What letter of the alphabet 
uses the most pages? How many pages does it use? 


4 ‘rose’ is the past tense of a verb. If you want to find out which verb, where in the dictionary 
do you look? 


5 Put these entrics in alphabetical order: ‘worker’, ‘worth’, ‘work’, ‘worse’, ‘world’, “World 
Wide Web’. 


Look at the entry for ‘heavy’. 


1 How many meanings are there? 


4 What is its opposite? 


Look at the entry for ‘job’. 


1 Can you use this word in the plural? 


4 Can you use these expressions in American English? 


Look at the entry for ‘business’. 


1 Is it a noun, a verb, or an adjective? 
2 How many meanings does it have? 


Po eee One OL ETOE ET ICEL ET Ets Sete ee ee peeeenenrer TOCert Et IST ttt it tte eneeneener tert Teter iT ittr tT iitttirt tt ees ertttiiitittti ten i rte tit tir tee heer rcr ry 


3 What example phrases and sentences are there? 


Business Vocabulary in Use (elementary) 


13 


Numbers and years 


Zero to ninety-nine 


0 zero, nought, oh 
| 1 one 6 six 11 eleven 16 sixteen 
2 two 7 seven 12 twelve 17 seventeen 
3 three 8 eight 13 thirteen 18 eighteen 
4 four 9 nine 14 fourteen 19  ninetcen 
5 five 10 ten 15 fifteen 20 twenty 
; 21 twenty-one 43 forty-three 65 sixty-five 87 eighty-seven 
| 30 thirty 50 fifty 70 seventy 90 ninety 
32 thirty-two 54 fifty-four 76 seventy-six 98 ninety-eight 
40 forty 60 sixty 80 eighty 99 ninety-nine 


| BrE: zero, nought, oh; AmE: zero | 


Larger numbers 


| 100 [a hundred one hundred 
120 a hundred and twenty h d j 
| one hundred and twenty | AEEA J 
200 | two hundred | 
a thousand | 
1,990 i: one thousand 
| 1,250 one thousand two hundred and fifty | one thousand two hundred fifty 
| 12,000 i twelve thousand 
| 55,000 | fifty-five thousand _| 
| | 350,000 | three hundred and fifty thousand | three hundred fifty thousand 
| a million 
1,000,000 one million | 
a billion 
1,000,000,000 one billion 
| Note: For 1,000 and above, you use commas to separate the figures into groups of three, starting 


from the right (for example, 10,000,000). You don't use full stops or other punctuation. 


Years 
You say years like this: 


The French Revolution was 


1789 seventeen eighty-nine in 1789. 


1800 eighteen hundred 
1805  cighteen-oh five Astronauts landed on the 


moon in 1969. 
1969 nineteen sixty-nine 


2000 two thousand 
2001 two thousand and one (BrE), two thousand one (AmE) 
2009 two thousand and nine (BrE), two thousand nine (AmE) 


To learn more about work and numbers, see Unit 9; time, Unit 15; money, Unit 21. 
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4,1 Match the facts to the numbers. 


1 the number of metro stations in Paris ——___ 240,000 

2 the number of miles from the earth to the moon > . M 

3 the number of members of the United Nations 432 

4 the number of bicycles in Beijing 6,912 

5 the number of languages in the world 11,000,000 


4.2 Write the numbers in 4.1 above in words, in British English and American English. 
two hundred and forty thousand (BrE), two hundred forty thousand (AmE) 


4.3 Write the years in words. Look at C opposite to help you. 


1 The first steam engine — 1698 Sixteen ninety-eight 
2 The first railway locomotive — 1814 

3 The first telephone — 1870 

4 The first radio — 1901 

5 The first television - 1926 

6 The first computer — 1944 

7 The World Wide Web — 1992 


Over to you 


Write down, in figures and in words, the number of people in your: 


m office. m department. @ company. m city. @ couniry. 
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Ordering numbers, parts of numbers 
Mo Ordering numbers 


| 


When you talk about the order of numbers, you use: 


1st* first 6th sixth 11th eleventh 16th sixteenth 
2nd* second 7th seventh 12th twelfth 17th seventeenth 
3rd* third 8th cighth 13th thirteenth 18th cighteenth 
4th fourth Sth ninth 14th fourteenth 19th nineteenth 
5th fifth 10th tenth 15th fifteenth 20th twentieth 
21st* twenty-first 40th fortieth 80th eightieth 

22nd* twenty-second 50th fiftieth 90th ninetieth 

23rd* twenty-third 60th sixtieth 100th (one) hundredth 

30th thirtieth 70th seventieth 420th (one) hundred and twentieth 


* Be careful with these forms, f : : 3 : 
This my first job. I work in an office on the thirty- 


fourth floor, The building is on Fifth Avenue. 


| BrE: ground floor; AmE: first floor 


To learn more about numbers and dates, see Unit 17. 


Decimals, fractions and percentages 
When you talk or write about parts of numbers, you can use decimals, fractions or percentages. 


Decimals 

03 (zero) point three | 12.93 | twelve point nine three | 

' (nought) point three | 
1.5 | one point five | 59.367 fifty-nine point three six seven 
| BrE: (zero) point three, (nought) point three; AmE: (zero) point three | 

Fractions 

1j | a third 3/5 | three-fifths 

one third | 7/32 | seven thirty-seconds 
2/3 two-thirds | | 


nine-tenths; Fig 


A fifth of the 
world’s population 
lives in China. 


Be careful with: 


11⁄4 one and a quarter 
212 two and a half Fae aiguarter; So ath 
83/4 eight and three quarters misagumker mouri 


Percentages 
10% 17.5% 99.99% 
| ten per cent | seventeen point five | ninety-nine point nine 
per cent nine per cent 


ninety per cent; 
90% 


Note: You say ‘point’ and you write a dot (.) in a decimal number. You don't use a comma ()). 
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5.1 


S3 


Complete the sentences. Look at A opposite to help you. 


1 Alain works on the ..... 
p 2 Birgit works on the . 
3 Charlie works on the ... 


Nf é e 
0O Ki COdDOdDOTOO 


Office deliveries 


floor. 
floor. 


Alam - 3rd 4 Davina works on the ............ lasers floor, 
re 5 Eddie works on the oo floor. 

anger ten 6 Francesca works on the „n... m floor. 

Charie - 29+h 

Davina - 33rd 

Eddie - 4ist 


Francesca - 56th 


Mark the places on the map. Look at B opposite to help you. 


1 United Nations - First Avenue and Forty-fourth Street 

2 Times Square — Broadway and Forty-second Street 

3 St Patrick’s Cathedral — Fifth Avenue and Fifticth Street 

4 Carnegie Hall - Seventh Avenue and Fifty-seventh Street 

5 Museum of Modern Art — Sixth Avenue and Fifty-third Street 


STi Serter vai 

a amaii. e ansa Wins 
w Sith Sirer 

Š sw maw AY 

TNA 

wam 

AN 


TAY 


AoA 
Street 
a Ni WE 


disc 
a . aa 
Cy | 


cyt! ma o 


E 


n mw 


Complete the table. Look at B opposite to help you. 


(nought/zero) point five 
twenty-five per cent 


(nought/zero) point two 


ten per cent 


Over to you 


Talk about the floors in the building where you work. Which floor do you work on, and 
which floors do your colleagues work on? 
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i e Jobs 


ST Your job 


J 
What do you do? (= What is your job?) 


Tm an engineer. 


| 
| y | | What |do E u (BE 
What does sah do? AROTAN AA 
Jim 
Maria 
He’s a construction worker. She’s a programmer, 
She’s an artist. He’s an oil worker. 
| He’s a teacher. She’s a receptionist. 
Maria’s a personal assistant. Jim’s a tour guide. 


| They’re teachers. 
| Note: You use ‘a’ in front of a consonant and ‘an’ in front of a vowel. 


To learn more about the present simple, see page 107. 


os) Dream jobs 


j 
; What’s your dream job? 
| 
| 


— 
O 


(e) 


I want to be a rock musician. 


{ 
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rt 


6.1 


ry 


6.2 


} 


Complete the sentences. Look at A opposite to help you. 


1 I work on engines. Pm „fuu engineer. , 
FAT Ee 6 |: i : 
3 I design buildings. I’m... 


4 I work in a hospital. Pm 


Match the pictures (1-6) to the jobs (a-f). 


a a shop assistant c acall centre worker e a footballer 
b a bus driver d a teacher f a barman 


Write the questions for these answers. 
1 What. .....do.......You do.....? 


Pm a doctor. 


OP aan ENI EEA mae aa ? 

He’s an architect. 
l AAE AAI ES E POOE ? 

He’s a barman and she’s an oil worker. 
Oh E AAA AE P AESA stb ea SAET ? 


She’s a policewoman. 


Over to you Ji 


What do you do? What's your dream job? 


Talk about the jobs of people that you know. 
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Places, departments and industries 


Places 


Where do you work? 


I work in a factory. 


YIN 


Æ ina shop m inan office = ina college @ at home 


| 
| 


m at head office (= the most important office) 


m on a construction site m ona farm @ on an oil rig 
æ in Paris m in Shanghai 
does = a | works 
| Where SIE work? € on a farm. 
| do they | | They work | 


I Departments 


Which department | does h 
i = SRE work in? 


| do | you | 


| He works in the sales department. He sells the company’s products. 
; She works in the training department. She organizes training courses. 


l I work in the production department. We make the company’s products. 


o e) Industries 


You can talk about the industry that you work in like this: 


I’m in sales. She’s in finance. 


E inoil ™ in tourism @ in education 


Æ in construction m in telecoms Æ in advertising 
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Lad 


7.2 


Match the two parts of what people say about their jobs. Look at A opposite to help you. 


1 I work in the production department. D 3 Pm the boss! 


2 I work in New York. b I make televisions. 


3 I work in a college. c I sell machines. 
4 I work at head office. d I teach French. 
5 I work in the sales department. e | love big cities! 


Complete the sentences with ‘in’, ‘at’ or ‘on’. Look at B opposite to help you. 


TV EW tle ccocssccscsccesec a shop. 
2 I don’t work „u a Construction site. 
3 I don’t work .... ~ home because I want to be with people all the time! 


4 She works sssi a factory. 

5 He works „sss the finance department. 

6 They work „ns a farm. 

7 One day, 1 want to Work „sses head office. I want to be the boss! 


Complete the questions. Look at A and B opposite to help you. 


OME ated Mts [oj o[< be (a1 [| See eae eee soe eee Pete ney eee ? 
I work in the training department. 


2 Which depant mekaar eorom e oer arasinan ? 
She works in the marketing department. 


3 Which department. enaena aA A ? 
He works in the production department. 


E CEES: ccsincienanreniprede ne emscmnen enters edu ? 


I work at home. 


E Where onn a A ccescsspem ? 
They work on an oil rig. 


Complete each sentence with an industry. Look at C opposite to help you. 


1 I work for Alcatel. Pm in „es ; 

2 She works for Shell. She’s in -orreri i 

3 He’s a teacher. He’s im nosauca r 

4 They're tour guides. Theyre in „sorsi 5 

5 We write advertisements. We’ re in oes ; 
6 He builds houses. He’s in „ses ‘ 


Over to you ~i 


Where do you work? 


Talk about people you know —- where do they work? 
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Types of work 
MM) Job | and work 


| 


i 


f 


Charlotte Stone talks about BISG: 


‘I work for BISG, British International Stores Group. In our shops, we have employees 
(= people who work for our company) who have full-time jobs. Full-time employees 
usually work around 40 hours a week, but they can also do overtime, where they work 
longer and get more money. 


Some employees have a part-time job. For example, some people work 20 hours a week. 
l Most people at BISG have a permanent job — they have no finish date. 
| Some people here do temporary work for a short period. 


Every employee has a contract, an agreement about how long they work, when they 
work, etc.’ 


Note: You don't say ‘a work’ 


TT B) Stopping work 


‘When employees at BISG are 65, they retire (= stop work because of their age). 
| They receive a good pension (= payment for people who retire). 


If someone leaves the company, for example to move to another company, they resign 
] (= tell the company they are leaving). 


f We make people redundant if we don’t need them anymore — if we don’t have work for 
| them, or if we have financial problems. 


If someone has done something wrong or stupid, then we dismiss or fire them (= ask 
y them to leave the company). 


| work with ... 


SS 
I 
Z 
SS 
SS 
SS 
SS 
SS 
SS 
SS 


I work with people (= I help people every day in my job). 


I work with customers (= people that buy our products). 


I work with suppliers (= companies that we buy products from). 
I work with computers. 


I like my colleagues (= people that work with me). 
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8.1 


8.2 


Complete the crossword. Look at A and C opposite to help you. 


Across 


Z 


Complete the tables. Look at B opposite to help you. 


The people who buy your 
products are your n (9) 


I can work here as long as I want — 
I have a „senn job. (9) 


work with. (10) 


If you only work 20 hours a week, you 
WOES MOIS . (4-4) 


An agreement to work for a particular 
company. (8) 


Today, most people need a „u.n. CO 
do their job. (8) 


retirement 


dismissal 


Down 


If you work extra hours, you do 
SMR . (8) 


Lowman are the companies we buy 
products from. (9) 


I want to be a doctor because I like 


working with „s.s... . (6) 

My job finishes next month - it’s only 
ae ia (9) 

I work 40 hours a week — it’s a 
ESSOR job. (4-4) 

If you work for a company, you’re an 
deems . (8) 


resignation 


Noun Adjective 


redundancy 


Complete the sentences with words from 8.2 above. Look at B opposite to help you. 


1 There was no more work at the factory, so my company made ME „sss. : 
2 I don’t like what the company are doing, so Pm going to „mvi and find another job. 


3 Pedro took money from the company, so they had to 


~ him. 


A WER Eems , Fm going to read War and Peace. 


Over +o you yi 


Think about your job or one that you would like to have. Is it a full-time job or a part-time 
job? Is it permanent or temporary? 
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9 Work and numbers 


ea How many employees are there? 


lnterviewer: 
Charlotte Stone: 


Interviewer: 
Charlotte Stone: 


Interviewer: 
; Charlotte Stone: 
| Interviewer: 


Charlotte Stone: 
Interviewer: 


f Charlotte Stone: 


Al Sites 
| Interviewer: 
I Charlotte Stone: 


Interviewer: 
Charlotte Stone: 


Interviewer: 
| Charlotte Stone: 
1 


BISG 


| + 6 offices 


How many employees are there at BISG? 
Approximately 4,000 — I think the exact 
figure is 4,053. 

And how many shops are there? 

There are 34 shops in the UK and 22 

in Europe. 

Is there one in Paris? 

Yes, there is. 

Are there many offices? 

There’s (= there is) one head office and there 
are six other offices. 

And how many hours a week do your 
employees work? 

The full-time employees work 42 hours a 
week on average, including overtime 

(= some work 40 hours a week and some work 44), 


Where is BISG’s head office? 

BISG’s head office is in London. About 70 people work there, mostly top 
managers (= 55 out of 70 are top managers). 

How many other sites (= places with buildings) are there? 

Well, we have the other offices, the store branches (= different stores) and five 
other sites which are our warehouses, We kecp the products there before they 
go to the stores. 

So how many sites are there approximately? 

There are 7 offices, 56 branches and 5 warehouses, so there are approximately 
70 sites altogether. 


Uers 


Head office - London 


Ygs 


+ 5 warehouses 


= 68 sites (approximately 70) 


To learn more about numbers, see Units 4, 15 and 21. 
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9.1 


9.2 


9.3 


Look at the interviewer’s notes about Singapore Computer Stores (SCS). Are the sentences below 
(1-4) true or false? Look at A and B opposite to help you. 


HbOOHODOOOA LODOHHHHOOHOOHHOOSE 
Facts about SCS 
Employees: 2,433 10 offices 
The London office has 30 employees 10 branches 
(3 are managers). One warehouse in London, one in Singapore. 


Some employees work 46 hours a week, some work 44, and Some 472. 


1 SCS has 22 sites altogether. 

2 SCS has approximately 1,000 employees. 

3 The people working at the London office are mostly managers. 
4 Employees at SCS work 44 hours a week on average. 


Complete the interview with Ann Lee, an SCS employee. Look at A and B opposite to help you. 


FECEVIGWEEN ND saonenn people work for SCS? 

Ann Lee: It’s not a big company. There are (2) snn 400 employees in 
Singapore and the UK = the (B]na is 409. 

Intérviewers And (4) aona E EEE branches are there? 

Ann Lee: ce Sah seven branches in Singapore and three in the UK, 

so there are ten (6) wns 


Interviewer: AEE EAIA E two head offices, one in Singapore and one in London? 
ADR UEC < Nor( Sheenam only one head office. It’s in Singapore! 
Interviewer: How marry Oeean sstesssscssconocossiusansacoasebseanestssss do you work? 
Ann Lee: Sometimes 40, sometimes 42, $0 (10) cece seessssesssseeeseees , | work 41 hours 

a week, 


Choose the correct word to complete cach sentence. Look at the diagram below and at C 
opposite to help you. 


Summit Supermarkets 
Frankfurt 


= 103 
1 Summit Supermarkets is an international company With its „sssr sorsra (main office / 
head office) in Frankfurt as well as four other „s. (branches / offices) in Europe. 
2 We have a total of 90 woes (sites / branches) selling our products in Germany and Holland. 
3 There are also eight „un (warehouses / sites) where we keep the products before we take 
them to the stores. 
4 The company has 103 ................. (offices / sites) altogether. 


Over to you ~IN 


Think about your organization or one you would like to work for. Where is its head office? 
Approximately how many employees are there? How many sites are there? 
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gg Ways of getting to work 


How do you get to work? (= How do you go to work?) 


| = tram. 
| i = A | underground. 
You take the ig 
We bus. 
They drive. | 
walk. 
! cycle. 
| i | tram. 
ee Ri underground. 
} 8 s train. 
| He takes the | fens 
She : 
drives. 
i walks. 
/ | cycles, 
| 


walk 


) He Commuting 
Samantha lives in Naseby and works in Osborne. Every day, she commutes 

(= travels to work) by train from Naseby to Osborne. She’s a commuter. 

She likes commuting — she does a lot of work on the train. A lot of her colleagues commute by 
car and by bus. 


When you talk about commuting, you can say: 


I leave home at 8.00 and I get to work at 9.00.) 


Julia leaves home at 7.30 and she gets to 
| work at 8.45. 


Fd leaves work at 6.30 and he gets home at 8.00. 
| If the time is not the same every day, you can say: 


I leave home at 8.00 and | get to work at about 9.00 (= get to work at 9.00, or just 
before or just after 9,00). 


Julia leaves home at 7.30 and she doesn’t get to work before 8.45 (= she gets to work at 
8.45 or after 8.45). 


Ed leaves work at 6.30 and he never gets home before 8.00 (= he gets home at 8.00 or 
after 8.00). 


To learn more about the present simple, sec page 107; time, Unit 15. 
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Match the two parts of what people say about getting to work. Look at A opposite to help you. 


How do you get to work? 


1 I get the train. a Lenjoy the fresh air. 

2 I walk. b I can listen to music on the radio, 

3 I take the tram. c It’s dangerous and I don’t like it when it rains. 
4 I don’t cycle. d It stops just outside my house. 

5 | drive. e lrs hot down there in the summer! 

6 Itake the underground. f The station is near my house, and I can read 


on my way to work, 


NER PERE Bigs TU 
a ing tial t 
Hi D C E: 


Complete the sentences using the correct verb forms. Look at B opposite to help you. Use the 
verb list on page 112 if you need more help. 


Mj DOE EEA (never get) home before 7.00. 
EE ESEE E (not get) to work before 9.30. 
(leave) work at about 6.30. 
(go) home by metro. On the metro, he „ssn (read) Le Monde. 
5 On his way to work, he onic (stop) at a café for a coffee. 
6 Pierre (walk) to work. He likes the fresh air. 


Put the steps (1-6) in 10.2 above into the correct order. 


Over to you 


7 


How do you get to work? Do you commute? What time do you leave home? What time do 
you get to work? 
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Who's the boss? 


Managers and employees 


This is part of the organization chart for Havajet, a company that makes planes. 
The managers are in charge of different activities. For example, the research and 
development director is in charge of developing products. 


O E N | 
chief executive | 


l 
i z 
| | rtescarchand | | | | 
~ | | 
finance director | | sear ax | (naa ain sales director 
(money) | developing | (making products} | | (selling products) | 
| | products) | | | 
| | | | 

employees 


Note: manager = formal; boss = informal 


Managing departments 


Miranda Thomas is responsible for sales at Havajet. There are 25 people who work 
under Miranda — 24 salespeople and her personal assistant, Julie. Julie helps Miranda 
with her work. For example, Julie is responsible for organizing Miranda’s meetings. 


a 


sales director 


| Miranda Thomas 
~ x | l 


O] 


| 24 salespeople | 


personal assistant 


Julie Sutton 
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ih 


pass 


11.1 


11,2 


11. 


(are 


Which managers at Havajet are in charge of the activities below? Look at A opposite to help you. 


1 making the planes 
the production director 


ST reaa ER eenereuad tere ama nase err name nas eee ned enerETM ARs bene (FIRE Lenn / Et Eda ene y yet ttd ane gatebennneesatteernn eens tdtenen gees ttsecey eae ttteneeeaeatitenereseashhdnnrersastecrsaeessatterseeeesedtetryanmestseceryye 


Ststeanetteeeennaeatttsenrrraatescnean reas eerynaeeeasanrrssaunnsseeetsacnnsteeebhsca eet tsteberyeehtssnnry gaa htsenar yes attsiane eta eebenseeessenrryaeeeshenrreeaeeese=arrriesarensaeeieaaetes eens saeeteyyn ees aaneerieee 


Draw an organization chart for the production department at Havajet, using the information 
below. Then write full sentences to describe the chart. Look at B opposite to help yon. 


@ Carlos Sonera — production director 
m four production managers 

Œ one personal assistant - Sandy Baker 
E 


80 production workers 


production director | 


~ | 
| Carlos Sonera | 
| 


Carlos Sonera is in charge of production ... 


Over to you ~ 


Draw an organization chart for your department. 
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Getting to the top 1 


Charlotte Stone is the chief executive of British International Stores Group (BISG). 


Charlotte Stone 
Her father and mother were both factory workers. 
She was born in Liverpool in 1955. She went to A W 
school there. P Hr 
She left school at 16 and joined BISG. She started 
work in the BISG Liverpool shop as a sales assistant. $ 
In 1988 she became head of the Liverpool shop. 


i In 1996 she got a job as head of sales for BISG. 
| She moved to London. 


In 2004 she became BISG chief executive. 


| E E ESIA N A ipl 
f nc Getting to the top 2 


Mark South 
— What did his parents do? 


i His father was a company director and his mother worked at a furniture company. 
{ She was in charge of designing the furniture. 


i — Where was he born? 
| He was born in London in 1956 and went to school there. 


| — When did he leave school? 
| In 1974 he left school and went to Oxford University. 


— What did he study there? 
He studied economics. 


| - What did he do next? 
| l In 1977 he left Oxford University and went to Harvard for a year. 


l — Which company did he join after that? 
In 1978 he joined Snares, a big company in New York with department stores all 
over the US. 
| — When did he come back to London? 
He came back to London in 2003 and joined BISG as head of finance. 


To learn more about the past simple, see page 109. 
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{2.1 Complete the table. Look at A and B opposite to help you. Use the verb list on page 112 if you 
need more help. 
Base form (infinitive) Second form (past simple} 
be | was/were 
| become 
| came | 
do 
ee ee 
| get 
nee eee 
Gn tg a = a yes gl 
| leave 
moye | | 
a a ee E E E 
D F< Pr 
| studied 
ee E a ee ee a Seer ee 
work | | 
12.2 Complete the interview using verbs from 12.1 above. Look at A and B opposite to help you. 
Interviewer: Where were you born? 
Charlotte: I was born in Liverpool. 
Interviewer: And where did you (1) ssis to school? 
Charlotte: Pihenni to school there too. 
Interviewer: What (3) occ your father and mother do? 
Charlotte: They were both factory workers. They (4) ni in a car factory. 
Interviewer: When did you leave school? 
Charlotte: In 1971.1 (5) asr BISG in that year. 
Interviewer: When did you (6) nussi head of the Liverpool store? 
Charlottes: LAA) saans head in 1988. 
Interviewer: And when did you (8) „ssn to London? 
Charlotte: When I (9) cocci the job as head of sales for BISG in 1996. 
Interviewer: And when did you become chief executive of BISG? 
Charlotte: I became chief executive in 2004. 
Interviewer: How are things going? 
Charlotte: Very well, thanks! 


Over to you we 


Write down some key dates and events in your life and talk about them. Where did you go 
to school? What did you do next? 
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(Æ$ Skills 


0" Are you good with computers? 


pee 


— 


32 


VOTE Skills 


| Charlotte is | YY good with people. 


good with figures (= numbers). | 


| very good with figures, 


Mark is . 
ANES good with computers. 


| She isn’t (= is not) very good with computers. 


He isn’t (= is not) very good with people. 


Charlotte is very good with people. 
She has people skills. 
She isn’t very goad with computers. 


She doesn’t (= does not) have computer skills. 


Mark is very good with computers. 
He has computer skills. 


| He isn’t very good with people. 


He doesn’t (= does not) have people skills. 


Charlotte also has very good 

@ management skills — she’s a very good 
manager. 

wm listening skills — she listens carefully to 
what people say. 

m language skills - she speaks very good 
Spanish. 


Mark also has very good 

m problem-solving skills — he finds an 
answer to every problem. 

Æ presentation skills — he explains things 
very clearly. 

@ negotiating skills — he always gets the 
best price. 


Skilled and unskilled workers 


Md 


At BISG, there are a lot of skilled workers — people with special skills — for example: 


computer 
programmers 


cleaners 
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store managers 


13.1 Write sentences to say what the people are good with. Look at A opposite to help you. 


1 Boris likes computers and he knows how they work. 


ANAM e Rn aa wen eas s anne een re aan rrIaennraMe ees E asa TE EE EE EA rer AAE A EE S T A A AA IERE A EEEE rey STP EA EE A E EA OHO A E N A DEAS PDEA Seer E E 


13.3 Answer the questions. What skills do employees in a company need to do the things below? 
Look at B opposite to help you. 


1 Sell products to countries where people speak another language. 


Over to you ~~ 


Are you good with: 


mi computers? Æ people? W figures? 
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Qualifications 
Look at Mark South’s business card. 


290 Park Lane, London W1 


Tel: +44 20 970 2000 Fax: +44 20 970 2055 


Email: mark.south@bisg.co.uk qualifico: 


Mark South, BSc (Economics), MBA job title 


| Finance Director 
| BSc (Bachelor of Science) and BA (Bachelor of Arts) are types of degree, a qualification 
| after a three- or four-year course at a university. 
| i l An MBA (Master of Business Administration) is a type of Master’s degree, a higher 
| 


qualification after another year at a university. 


WE B | Training 


Training is for a job. For example, you can train as a doctor, an architect, an accountant, 
or an engineer. 


| You can go on a training course to learn skills in computers, management and other areas. 


Charlotte Stone didn’t go to university, bur she had on-the-job training — she learnt how 
| to do her job while she worked. And she has a lot of experience — she worked as a store 
manager for a long time and she knows the job well. 
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14.1 Complete the business card with the information below. Look at A opposite to help you. 
Her name is Samantha Unwin. 
She studied French for three years at university. 


She is in charge of the training department. 


oman 


290 Park Lane, London W1 
Tel: +44 20970 2000 Fax: +44 20 970 2055 


Email: sam.unwin@bisg.co.uk 


Interviewer: Melanie, how many buildings have you designed? 
Melanie: Over thirty. 


Interviewer: So you have a lot of (1) sssr ! Do you use computers in your work? 

Melanie: Yes, 1 do. But L traimed (2) ous an architect in the 1970s, and 
computers weren’t important then. 

Interviewer: So what did you do to (3) nu computer (4) sarr ? 

Melanie: I learnt about the job while I worked: you know, (5) -sun or bigest - 
seat EEN training. 


Interviewer: Was that enough? 
Melanie: No, it wasn’t. So I decided to go on a three-month full-time (6) 
eee in 1990 to get these skills, 
» 


Over to you 


y 


Think of your job or one you would like. Are qualifications needed? Is training important? 
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Numbers and time 


Talking about the time 
What’s the time? (= What time is it?) 


It’s ten oh three. 
It’s three minutes It’s nine ten. It’s eight fifteen. 
past ten. It’s ten past nine, | It’s quarter past eigh 


| It’s ten twenty-seven. 


It’s twenty-seven It’s eight thirty. It’s nine forty. It’s eight forty-five. 
| minutes past ten. Its half past eight. Tes twenty to ten. | It’s quarter to nine. 


| It’s ten forty-six. 
| It’s fourteen minutes It’s nine fifty-five. It’s noon. 
It’s midnight. 


to eleven. It’s five to ten. It’s midday. 


| | BrE/AmE: twenty-five past eight; AmE: twenty-five after eight 
| BrE/AmE: twenty to nine; AmE: twenty of nine 


Start and finish times 
You can talk about start and finish times like this: 


The bank opens at nine [ kf z 5 
thirty and it closes at five. 


Morning, afternoon, evening and night 


In the UK, banks are ope 
from half past nine until 
half past three. 


nine thirty 
The bank opens at half past nine 


9,30 am. 


in the morning. 


| four thirty 
The bank closes at half past four 
4,30 pm. 


in the afternoon. 


nine 
The bar opens at nine o'clock 
9.00 pm. 


in the evening. 


The bank is closed at night. 
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15.1. Complete the sentences using words only. Look at A opposite to help you. 


15. 
1 i 
Shop opening hours — The shop is open „s EEE i es cosamsas 
gf Smo nea EN TO (Git ease meres 
10.30 am to 4.00 pm | ZIZI = 
2 
The eng Club opens wees FEM aninion 
ee ANI CLOSES e three 
Syd’ ket 
ya's supermarke The supermarket opens o...c-ecccecee SYS i cssscrcrntetin 
Monday ~ Saturday Ẹ oceeceveneens oerrnronrre and Walle Lie 2: sines 
BNO «C.D 9  eeeenuemseisua 
4 Is et The bank opens „nsss eight tT aein 
i T a E  ýġýO eens and closes eceesresseeeceeee quarter to 
] M jiii one: Itatoesm t open aga iN aeann 
EATIS ! 


Over to you ~i 


What time is it now? What time do you go to work? What time do you get home? 
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Timetables 


Timetables 
This is the twenty-four-hour clock. 


seventeen hundred (hours) twenty-three hundred (hours) oh nine thirty (hours) 


ten oh five twenty-one twenty (hours) twenty-three fifty-nine 


| It is used mainly for timetables (= information about times of trains, planes, etc.). 


| BrE; timetable; AmE: schedule | 


Talking about travel times 
Look at this train timetable. 


When iges the train leave | Paddington? 
l | What time i it arrive in | Bristol? 
| P mE T 5 

| It leaves | twenty fifteen. 

The train leaves Paddington ; 8.15 pm. 
| f +a 

| | It arrives twenty-two hundred (hours). 
The train arrives in Bristol 10 pm. 
How long does " JORET _ take | from Paddington to Bristol? 
— one hour (and) forty-five minutes, 

an hour and three-quarters. 


It’s a direct train. You don’t 
change trains. 
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16.1 


16.2 


16.3 


Complete the times on the clocks using the 24-hour clock. Look at A opposite to help you. 


1 oh six thirty 3 eighteen fourteen 5 twenty-one twelve 


2 sixteen forty-five 4 twenty hundred 


Complete the questions and answers about the timetable below. Look at A and B opposite to 
help you. 


Train 1 


Train 2 


Train 3 


1 A: When does the train leave Singapore? 
DE LG ascasusnrtaceenrs SigA pO Eesnimi 08.30. 
2 A [SSE creas train? 
B: No, it isn’t. YOU ween trains in Kuala Lumpur and Butterworth. 
3 A: When does the train arrive in Kuala Lumpur? 
Boy Tigenreens soo Kyala beatin ienee i 3 
AnA eiretat CITING on | rere Kuala Lumpur? 
B: It leaves Kuala Lumpur at 20.10. 
BARS occ pecans EAE ee in Butterworth? 
B: It arrives in Butterworth nanena the next day. 
GDS ayonana ias DETT EERE Butterworth? 
B: It leaves Butterworth .. ca 
T AR MaRS hecsscressenrecvancaesseeanaccatemeet AREE EEEE Bangkok? 
Be: meneeng arena N Bangkok 10.00 the next day. 


Ask and answer questions about these journeys using the timetable in 16.2 above. 
Look at B opposite to help you. 


1 A: How long does the journey take from Singapore 
to Bangkok? 
B: lt takes twenty-five and a half hours. 


Over to you 


A 


Write five questions and answers about a journey that you know. 
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(FĀ Days and dates 


Months and seasons 
January February March April May June 
| July August September October November December 


The New Year begins in January, 
spring summer autumn winter { Itake three weeks’ holiday in summer. } 
| BrE; autumn; AmE: fall 


Days and dates 


You say ... You write ... 
| „1st first the first of August, August the first 1 August, 1st August, August 1st 
; f 2nd second the second of August, August the second 2 August, 2nd August, August 2nd 
| if f „rd third the third of August, August the third 3 August, 3rd August, August 3rd 


/ | 
/ / 4th fourth the fourth of August, August the fourth 4 August, 4th August, August 4th 


i 
i / 
if f 
| Rey 
j 
h 


/;5th fifth the fifth of August, August the fifth 5 August, Sth August, August Sth 


| 
BrE: 1/8 in informal writing; AmE: 8/1 


| \ wi calendar. 


pe You usually say ‘August first’ and you always write ‘August 1’ or ‘August Ist 


AUGUST 
_ Saturday Sunday 


| | Be careful with: 
| 20th twentieth 22nd twenty-second 30th thirtieth 
21st twenty-first 23rd twenty-third 31st thirty-first 


Monday to Friday are weekdays and Saturday and Sunday are the weekend. 


The meeting is on Monday the 
seventh of June. 


The training course starts on the 
twenty-third of February. 


Public holidays 


Some days are national holidays or public holidays when many businesses are closed. 
For example: 


New Years Day is on January Lst. May Ist is a national holiday in many countries. 
| BrE: public holidays are also called bank holidays 


40 Business Vocabulary in Use (elementary) 


1351 


17.2 


Write each date in one of the ways you can say it. Look at A and B opposite to help you. 
1 17 Mar (St Patrick’s Day, Ireland) 
the seventeenth of March OR March the seventeenth OR March seventeenth 


Prretrreeeee eet TN tPrtroe tt ttt ieee cece rt StS rers Ott ttt recbee rat t tL Cepeeenee tt ninaa tienne iit t ttt tterett iit tt et rreeeec li gti teeteeee OCU ttt rec tet ttt tet Cee tt tre rreeee ene 
eked aekee er ern vem enasare rena eee eae ecu ee Pree RMN Sse ceOtT SRA E IG EEL LOGO PEE RER EEA DSc e pF EERE ESSEC Lege pFI SEER ELA Sec eeny SEP EEAAE EES an wees SEPP SAMELL EGG (PU TREO EEE RELA SLOPE SAM ELA See eet ESET OPEL saan samen ree Tae 
EEPE TIT PNE TEPEE N O NER EEEE EE T TOEA OE EENE T TO E O ETA O E O T EET E 


pesavenesatehtssnnreveneestseetsonnerrraanstsssnarvaeemesseettiangerriaaanssssnarevanpsssaatttennarragessssansevsseersegeenssesnartaeeerssenttssnnnrrysanerepeetsseneraguaersteeessavrryeneetisesbisesarrrea ptt tsaaean 


Write the days and dates of the shows, using the calendar and the information about an 
exhibition centre, Look at B opposite to help you. 


| Marda > t "T o Aprii SPRING AT THE SHOW CENTRE 


SUN MON TUE WED | THU FRI | SAT 


peta pees eas 4 Cat Show 28/3 

27.198 129 130 i31 L l2 4 
pa at Triak imtina ee Eate. 2 Business Show 21/23 f 
! | i | i | ime ` f 
(a oA a A E i i 3 Fashion Show 2/4 | 
110 n {12 13 |H N Sa R Bess ek 4 Home Show 3/4 
wat 22 123 | 5 Boat Show 20/4 


Complete the sentences. Look at A, B and C opposite to help you. 

1 Her birthday S one June. 

V Barth Day iS nsss 22nd April. 

3 The office is too hot „ius summer and too cold cece winter 
4 I usually go on holiday 0c ce August. 

5 The main national holiday in France is uss... July 14th. 


Over to you 


Write down the spoken and written forms of three dates that are important for you. 
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Time expressions 
em j Early or late? . 
carly (= before the start time). 


| half an hour early. 
30 minutes carly. | 
on time (= just before or at the start time). 


I arrived at the mecting 


I was ; 
late (= after the start time). 


three quarters of an hour late. 
| 45 minutes late. 


Th Word combinations with ‘time’ 


| 2 A F s 
spend = use time in a particular way | 
| | = ` a . + 
|! lose , = use more time for something than you planned 
time 
waste = use time in a way that is not useful 
save = use less time for something than you planned 


I usually spend 30 minutes every morning checking my email. 
I wasted two wecks waiting for a reply to my letter. 


We saved two hours by getting a direct flight to Hong Kong. 


| ey) Adverbs of frequency 


|! 
| 


} 

| 
| 
| 
| 


always jili | | always | 
| usually | A | | usually | 
| i | |I | often get to work late. | 
| often V | sometimes 
! | sometimes | v never | 
| never | x | 


A: How often do you arrive at work on time? 
B: [usually arrive at work on time. 
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18. 


1 


18.2 


— 
(es) 


Complete the sentences. Look at the times that these things usually start, and the times that they 
started last week. Look at A opposite to help you. 


Sales meeting 


1 Last week it started ..20... minutes | late. 


Presentation by the boss to all employees 
2 Last week it Started itenni 


Open-day presentation for visitors 
3 Last week it started sirarne 


Conference call with the New York office 


4. Last week it started EA . 


Drink at the pub 
5 Last week it started „a nonnene neninn 


Match the two parts of the sentences. Look at B opposite to help you. 


1 I lost time when my 

2 They wasted three days in London 
3 We saved a lot of time 

4 She spent a lot of time planning — 


Write sentences with adverbs to say how often you do the things below. Use each adverb once 


only. Look at C opposite to help you. 


How often do you: 
1 go to the theatre in the evening? V 


Over to you 


a. 


Normal time 


Monday 9.00 am 


Tuesday 10.30 am 


Wednesday 2.15 pm 


Thursday 4.00 pm 


Friday 5.00 pm 


Time last week 
Monday 9.20 am 


Tuesday 10.30 am 


Wednesday 2.45 pm 


Thursday 4.10 pm 


Friday 4.30 pm 


a because the office was closed for holidays. 
b it was a good presentation! 

¢ computer crashed. 

d after we bought faster computers. 


Talk about what you do in a week, as in 18.3 above, using the adverbs in this unit. 
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Do you have time? 


| don't have time 
Look at this diary. 


| Mion f4 


“10,00 Sales | UB Meet 
meeting i customer 


| customer 


| om 230 ~~ «OO Work at 200 Work. ow 
| Appointment | the office | customer 
fi | with dentist | | orders 


E OE EEA SA eee E TY OES ee 


No, Pm afraid I don’t have time to meet on Monday. I’m busy. I’m going to a sales 
meeting in the morning and I have an appointment with my dentist in the afternoon. 


| 
| | What are you doing on Friday? i ~ 
| 


| going to a sales meeting 
meeting a customer 
| Pm working at the office (on Friday). 
sceing my manager 
| | | having lunch with a customer | 
ee 


Are you free on Friday? 


Are you free on Friday? 


my/your office. 
a restaurant for lunch, 
a café for a coffee. 

a bar for a drink. 


12.30? 
one o'clock? 
| 3.15? 
| after work? 


Yes, Pm free on Friday afternoon. Where shall we meet? 


Let’s meet at 


To learn more about the present continuous for future plans, see page 108. 
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19:1 


19.2 


Complete what Trevor says about each day next week, using his diary. Look at A and B 


opposite to help you. 
September 
| Weds 24 


| (0.00 am | 45 am | 4.00 am 

| Cotoasaes | Visit a | Work at the 

| meeting | customer | office. 
2.00 pm ` 2.00 om | 2.30 pm 

| Work on sales | Meet my _ Visit Altex 

plans | daughters | Ltd 

i | teacherat |! 

| her school | 


L45 pm 
Appointment 


| 9.45 an 


| 
| 
| 
i] 
| 
| 
| 


with the doctor 


Then go back 


| ko office. 


Complete the conversation. Look at B opposite to help you. 


Damien: Are you free for a coffee on Tuesday afternoon? 


i 
| 


Visit Mr 


Sith 


Emily; Fm afraid Pm (4) sser on Tuesday afternoon. I’m seeing a customer, 
Damien: Can we (2) sessen on Wednesday? 

Emily: Yes, Pm (3) on Wednesday. 

Damien: Where (4) ense we meet? 

Emily: — Let’s meet (5) nennu Luigi’s café. 

Damien: (6) unsiiunssi shall we mect? 

Ewy? (FP) aas about four o’clock? 


Damien: See you there at four! 


Over to you Ne 


Look at your diary. What are you doing each day next week? 
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YAU} Free time and holidays 


Free time 


What about 
you? How do 
you relax (= rest 
after working)? 


I’m going swimming 
on Friday. Are you 
free then? 


What do you do in 
your free time (= when 
you are not working)? — }y aan 


at the pool near 
my office andI | 
play a lot of golf. |) 
I play at least 
twice a week 
(= two times a 
week or more). 


f Yes, I can take a break 
(= stop work for a 
short time) in the 
afternoon. 


I 
so I go to a concert 
once a week (= onc 
time every week). 


Yes, in my free 
time, I play the 
piano, but not 
very often! 


Word combinations with ‘have’ and ‘take’ 


a break 
a coffee break / a tea break 
your lunch break 


a day off / the day off 


have a week off / the week off 
take 


a long weekend (= take a day off on Friday or Monday to add to the weekend) 


a holiday 
three days’ holiday 
two weeks’ holiday | 


Note: ‘a day off' or ‘a week off can be a holiday or for illness 
‘have’ = the company gives you the time; ‘take’ = you decide to take the time 


Going on holiday 


I have five weeks’ holiday a year. | take three 
weeks in summer and two weeks in winter. 
And I sometimes take long weekends too! 


In summer, I don’t stay in France. I go 
abroad (= go to another country). I like 
to go on holiday somewhere very hot! 


In winter, I stay in France. I go skiing in the 
Alps. Sometimes it’s important to take it 
easy (= relax). 


BrE: holiday; AmE: vacation | 
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20.1 Complete the sentences with words from the box. 


music walking 


the violin reading 


the piano 
swimming 


Look at A and C opposite to help you. 


golf 
football 


"4 running. 


guitar 


N 


saxophone 


the guitar. 
the saxophone. 


mountain climbing. 


modern art. 
history. 


I like 
Pm interested in 


rugby. 
tennis. 


20.2 Complete the crossword. Look at A, B and C opposite to help you. 


Across 
a H PETEERE SAEPE AAE E 
tennis: I play every day. (4,1,3,2) 
THEY vcverconaraves nea at the pool near 
their office every lunchtime. (2,8) 
6 yowe Ma agesos sascha 
E aR . (4,3,3,3) 


9 One time. (4) 

11 Stop work to drink coffee. (4,1,6,5) 
12 British English for ‘vacation’ (7) 

13 Relax and take it „usss. ! (4) 


14 Taking Friday off makes a long „u. (7 


Over to you ~~ 


How do you relax? 


Down 


2 I don’t go on holiday in my own country: 
LOG eranen 1G) 


3 Two times. (5) 


4 A: Are you ................... in the local football 
team? B: Yes, I go to every match. (10) 


7 When you’re not working it’s your 


sciatica Casta . (4,4) 
8 Don’t work too hard. You must u.s... 
sometimes! (5) 
10: Dani g0€S o2.scecssecscsin: in the Dolomites 


every winter. (6) 
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Numbers and money 


Amounts of money 1 
You talk about exact (= complete) amounts of moncy like this: 


$12.99 twelve dollars (and) ninety-nine cents 
twelve dollars ninety-nine 
twelve ninety-nine 
£211.53 two hundred and eleven pounds (and) fifty-three pence 
two hundred and eleven pounds fifty-three 
two hundred and eleven fifty-three 


€33,972.35 thirty-three thousand nine hundred and seventy-two euros (and) thirty-five cents 
thirty-three thousand nine hundred and seventy two euros thirty-five 
thirty-three thousand nine hundred and seventy two, thirty-five 


When you write amounts of money on a cheque (= printed form from the bank), you give 
as much information as possible; 


$12.99 twelve dollars (and) ninety-nine cents 


£211.53 two hundred and eleven pounds (and) fifty-three pence 
€33,972.35 thirty-three thousand nine hundred and seventy-two euros (and) thirty-five cents 


| BrE: cheque; AmE: check 


| BrE: You usually say ‘and’ in figures; AmE: You don't usually say ‘and’ To learn more about ‘and 


in figures, see Unit 4. 


Amounts of money 2 

You talk about large amounts of money like this: 
£2,250,000 two and a quarter million pounds 
€6,500,000,000 six and a half billion euros 
¥19,750,000,000 nineteen and three quarter billion yen 


To learn more about fractions, see Unit 5. 


Approximate amounts 
When you want to give an idea of the size of the figure, you use ‘of’: 


| hundreds pounds. 
E l thousands | euros. 
This camera costs illions of dollars. 
billions yen. 


You can also use words to show that the figure is not exact — it 
is near this amount, but may be higher or lower. 


about 

around 
roughly 
approximately 


The price of this house is £2,500,000. 


When you give an exact figure (= complete amount), you do 
not use the word ‘of’. For example, you say: 


This camera costs five hundred and twenty-five euros. 


Note: ‘Approximately’ is more formal than ‘about’, ‘around’ and ‘roughly’ 
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Complete the cheques. Look at A opposite to help you. 


20-05-54 
Date 23 June 20__ 


Pay Ken Mintoff pe pamine e al 
Four thousand three hundred and eighty-four euros and 1 |€ 4,384553 


EREA S E E N E E E N EA, ; 


Signature 


Cheque No. Sort Code Account No, 


100536 20-05-54 102265878 


2 1 Nov 20_ _ 
Moy Sandra Shaw o 


10,036.81 
Milha 


Signature 


. Date Dec 15,20__ 
Pay JaneDo@ ooo oa am D 


P N A EAEE peenele _ dollars $ 823.97 


aa EN ħa 


Pay Frank Delgado 


pias 
|€ 2,552,934.22 | 


DITA 


Signature 


21.2 Write and talk about these prices without giving an exact figure. Look at C opposite to help you. 


21. 


1 €599 hundreds of euros 
2 $86,666 

3 £2.7 billion 

4 €40,000,000 


Use approximate figures to write and talk about these houses and flats using the words in 
brackets ( ). Look at C opposite to help you. 

1 chateau, €9,950,000 (about) The. price of the chateau is about ten million euros. amen 
2 Villa S7ZOSLOOO! ALOU) wusse cect cssssteescoscorcenee cack ta tuasseecoscaer eat A 
3 fat €299500 eee A nec ee a renee pees 


4 studio, €50,500 (approximately) 


Over to you ~~ 


Talk about prices of houses and flats in your area, using ‘about’, ‘around’, ‘roughly’, and 
‘approximately. Talk about: 


W a big house. W a small house. m a big flat. Æ a small flat. 
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" 
| 
l 


F 
j 


I | 
] 
| 
| 


Tal 


Te, 


i 


a 


fi 


50 


a a 


Prices 


mo 


lalking about prices 


£19,995 £24,950 £39,000 £48,700 
How much is the red one? The red one is 
What’s the price of this model? The price of this model is | £19,995. 
How much does the X-type cost? | | The X-type costs 


Tax 

Sometimes you pay tax on the basic price — this gives the total price. Prices are shown 
including tax or excluding tax. 

In some states in the US, and in some other countries, you pay sales tax on things that 
you buy. For example, in Pennsylvania, the rate of sales tax is 6 per cent. 


This beautiful book is $100.00 per copy. The basic price is $100 and you add six 
dollars sales tax if you live in Pennsylvania. 


Pennsylvania residents add sales tax of $6.00. 


In Europe and some other places, you pay VAT (value added tax) at a particular rate on 
some products and services. For example, the rate in France for most things is 19.5 per 
cent, and in the UK it’s 17.5 per cent. 


M We have to add £3.50 VAT onto the 
ountain Castle computer game basic price of £20, so the price including 
£20.00 excl. VAT, £23.50 inc. VAT at 17.5 per cent. VAT is £23.50. 


aani 
Note: inc. or incl. = including; excl. = excluding 
These are abbreviations (= short ways of writing something). 


‘Value’ and ‘worth’ 
If you want to talk about the price of something which is not for sale, you can use ‘value’ 
or ‘worth’, 


F SUPE THIET OTETTT ~i- Hy 
ft HASSAN Mere Ree EH] 


The value of Cézanne’s : 
‘Auvers-sur-Oise’ is The Hope diamond is worth These Fabergé eggs are worth 


€10 million. $250 million. €500,000 each, 
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Complete the conversation about the DVD players. Look at A opposite to help you. 


CRE ee ea ee is this one? re ey | 
B: This one (2) wees $50, aa q 


A: And what's the (3) ......... 
that one over there? 
B: That one is $30. 
A: And what about the black one? How 
E Beret caer ho A that one (5) wo ? 
B: That one (6) oon $20. 


True or false? Look at B opposite to help you. 


1 The basic price is the same as the price including tax. 
2 VAT stands for ‘value added tax’, 

3 The abbreviation for ‘excluding’ is ‘excl.’. 

4 People in the US pay VAT. 

5 People pay sales tax in all states of the US. 


Complete the sentences. Look at C opposite to help you. J 
1 The yalitia this JOUSE onsin $37 million. Ñ 


5 This painting oe worth €100 million. | 
Bhi: 


$ 6 The value cen this shopping centre „u... 
$2 billion. 


Over to you 


7 


Is there sales tax or VAT in your country? If so, what are the rates for different types of 
products? How much is the tax on food and books? 
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Notes and coins 


Currency 


The money used in a country is its currency. 


The currency in Australia is the Australian dollar (A$). There are notes or banknotes for: 


A$100 A$50 A$20 


A$10 A$S 


The Australian dollar is divided into 100 cents (¢). There are coins for: 
A$2 A$1 50¢ 


é w 
a hundred-dollar note 


| BrE: note, banknote; 
AmE: bill 


Changing money 


20¢ 10¢ Sg 


a fifty-cent coin 


Marion is going on holiday to Australia. To change or exchange money, she goes to a 
bank or a bureau de change. She asks these questions: 


a 
( What’s the currency in Australia? 


NN 


b 
(What's the exchange rate? How many Australian dollars are there to the curo? ») 


Pt 


g 
( Do you sell traveller’s cheques? Are they easy to cash in Australia? D 


s 


(How much commission do you charge? (= How much does it cost to change money)? ) 


If I have some Australian currency at the end of my holiday, can I change it back into eut 


BrE: traveller's cheque; 
AmE: traveler's check 
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23.1 Match the notes and coins of Doradia (1-6) to their names (af). Look at A opposite to help you. 


a two-dollar coin 

a fifty-dollar note 
a five-dollar note 

a fifty-centavo coin 
a ten-centavo coin 


aAean ef 


a one-centavo coin 


rm 
Os 
NS 


Complete the sentences using information from 23.1 above. Look at A opposite to help you. 


A: How was your holiday in Doradia? 


B: Great, thanks. Pm just going to the bank to (1) „sse sieri the money I 
didn’t spend. 
A: What’s the (2) 0.0... incenates in Doradia? 


B: It’s the Doradian dollar. This is a (3) „s... ee eee P 

A: Oh, it’s very colourful! 

B: Yes. Did you know that the Doradian dollar is (4) auses sirni one hundred 
centavos? Look, this is a fifty-centavo (5) „n . This is ten centavos, and these smaller 
ones are one centavo. 


23.3 Match the answers below to the questions in B opposite. 


1 There are 1.6 Australian dollars to the euro. 

2 We charge one per cent commission on banknotes, but for traveller’s cheques, we charge two 
per cent commission. 

3 It’s the Australian dollar. 

4 Yes, you can change the notes back, but not the coins. 

5 Yes, we sell traveller's cheques in euros and US dollars. Banks, hotels and restaurants will cash 
them — no problem, 


Over to You Ned 


Talk about the notes and coins of a country that you have visited recently. What is the 
exchange rate? 
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Can | afford it? 
en it's so expensive 


Kim works as a teacher in London. 


‘Living in the city is very expensive! Transport 
and clothes cost a lot of money and food prices 
are high too. 


I can’t afford to go out very often: I don’t have 
enough money. I spend all my money. 1 don’t 
have any money left at the end of the month — 
it’s difficult to save (= keep and not spend). 


| Wy: Careful with money 
RO SPECIAL OFFERS SALACH 


Y; 


oe o Q - L | \\ SS 


| | | Kim is talking with a friend, Lisa. 
Lisa: Are you careful with money? 
Kim: Yes, I am. I try not to spend too much. 
; Lisa: How do you try to save money? 
| | i Kim: Itry not to spend too much. I go to shops when there is a sale — with lower prices 
} than usual. 
| Lisa; Yes, when I’m at the supermarket, I look for special offers — for example when you 
get two products for the price of one. 
| | Kim: And I try not to waste money by buying things I don’t need. 


LOANS 
Lisa: Are you renting (= paying moncy to live in a building that someone else owns) or 
buying your house? 
Kim: Pm buying it. I borrowed £200,000 from the bank but it’s difficult to repay the 
| loan. What about you? 
l Lisa: The bank lent me £185,000 and I have to pay back £700 per month. 


Note: You can say '£700 per month’ or '£700 a month’ 
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Complete the table. Look at A, B and C opposite to help you. Use the verb list on page 00 if 
you need more help. 


Verb base form (infinitive) 


| repayment 


| | savings 


Choose the correct word to complete each sentence, Look at A, B and C opposite to help you. 


1 The Pank censes (lentfloan) me £150,000 and I ween. (repay/repayment) £550 
a month. 

2° T have Tuanya (loan/lend) to buy a car. The „ss (repayments/repaid) for this are 
£90 per month. 

cal | o rani (cost/costs) so much to eat out in restaurants! | prefer to eat at home. 

4 I get £2,000 a month from my job. I spend £1,800 and „sss... (save/savings) £200. 


BA an (Dorrow/borrowed) £10,000 for a long holiday. Then 1 won some money so | 
(repay/repaid) £5,000. 


Complete the sentences. Look at A, B and C opposite to help you. 


1 If you want to buy things at lower prices, you go to a shop where there’s a u ‘ 
2 If you want to buy things more cheaply at supermarkets, you look for ... 
3 If you don’t have enough money to buy something, you 


4 If you spend more money than necessary, YOU n money. 
5 If something costs a lot of money, it iS „ss . 
6 If you pay money to live in a house or flat owned by someone else, you „suss it. 


i 


Over to you 


Are you careful with money? What do you do to save money? Is it easy? 


NG 


Business Vocabulary in Use (elementary) 


55 


Pay and benefits 


staff: the people who 
work for a company 


-basic pay: money 
you get for working 
the normal hours 


' Superfastfood Restaurants | 


We are looking for staff for our restaurants. 


i 


35-hour week 
| wages: the money you———__ Wages. Earn €5 per hour basic bee ‘on Wei 3 b 
! get if you are paid €6 per hour overtime ours in this job) 
every week A — g 
atn: ree meals: all the hamburgers you can eat! TERRE Ee HACER 
dies jihad you get for 


Email personal details to 


rking 
recruitment@superfastfood.com working more 


than your 
normal hours 


| 
8 
íl 


| 
l 


) | Orhit Business Television — Producers 
| We are looking for producers at our studios in Frankfurt. 
salary; the— Salary: €90,000 per year 
| ent Ai | Working hours: Monday to Friday, 9.00 am — 5.30 pm 
By are paid 
| | every month | -gl Benefits 


benefits: ase 30 days’ holiday per year 


things yom ~ Company restaurant with cheap meals 


et in — Company car 
g 
|d addition to — Company pension 
money 


| | Email humanresources@orbitbusinesstv.de 


| pension: money you get after 
i you stop working, for example 


at 60 or 65 years old 
| BrE: holiday; 
| | AmE: vacation | 


| ee meee 
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5.) Match the two parts of the word combinations. Look at A and B opposite to help you. 


1 basic a hours 
2 company b meals 
3 company c pay 

4 free d pension 
5 working e car 


5.2 Complete the sentences using word combinations from 25.1 above. Look at A and B opposite to 
help you. 


1 It’s great I can sell my own car. They’re giving me a 


2 “THE GHEE A uuan ton whe Leet old; 


(3 Teira 5 | 


A NOS as Sccresginiesietasiis 
are very long: T finish work 
very late. 

5 ORR erata is 


very bad, but the overtime 


k is good. 


Match the two parts of the sentences. Look at A and B opposite to help you. 


1 I’m looking for a job with a better salary: a you have to pay €2 for lunch. 

2 The company restaurant isn’t free: b but I can always work overtime. 

3 It’s a 25-hour week, c I don’t earn enough where I am now. 
4 The other staff are very friendly: d that’s six weeks a year. 

5 I get 30 days’ holiday: e I have a company car. 

6 The benefits are excellent: f 1 like everyone working there. 


Over to you 


jf 


Write an advertisement for your dream job using expressions from this unit. 
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Banks 
IIL Accounts 


Kim is dhe debe we met in Unit 24. 


‘Tm with ADKL Bank. I have a cheque 
account with a cheque book so I can write 
cheques (= printed forms from the bank). 
My salary is paid directly into my account. 
I also have a savings account wherc I save 
money and earn interest (= money the bank 
pays you). 


I can transfer money between these two 
| | accounts — I can move money from one account into the other. I can go to the bank to do 
il LA ; ; : ; ; 
this, but it’s casier to use ADKL’s internet banking service. 


| The bank send me a statement (= a printed list of 

| payments from and to the account) every month, BrE: cheque account, current account; 
showing me the balance (= how much money I have AmE: checking account | 

| in the account).’ | l 


| BrE: chegue; AmE; check 


f Mh MT Cards 


Lisa: Do you have a cash card? 
Kim: Yes, I use it to take out or withdraw money from cash machines. I can use the 
money to pay cash for things in shops. 
Lisa: And do you have a credit card like Visa or American Express? 
Kim: Yes, I do. It has a limit of £5,000 — that’s the maximum amount I can spend — but 
| | I try to repay what I owe (= need to pay back) every month. I don’t want to get 
l into debt and owe a lot of money without being able to repay it. 


Lisa: 1 know the problem! 


Note: Cash machines are also called ATMs 
| (automatic teller machines), especially 
in the US. 
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26.1 


Complete the crossword. Look at A and B opposite to help you. 


Across 1 


for the work that you do. (4) 


2 If you have a job, you n money FLT. PT TPE. 
=A pra = Se TF Wt 


3 When you can look at your account 
on computer: internet ............- (7) 

5 You can make payments from this. 
(6,7) 

7 You can get cash from this. (4,7) 

9 If you don’t spend money, you .......-0. 
it. (4) 


chequebook. (7) 

13 Another expression for ‘withdraw’. 
(4,3) 

15 If you spend more money than you 


HAVE: FO E EE AAT . (3,4,4) 

17 and 19 across and 6 down My salary 
Ea A TN into TM yo secscctes = = 
(4,8,7) 


u 
a 
12 Another name for an account with a 
L4 
E 
E 
E 


- 


(4,4) nn 
4 Extra money that you get when you save. (8) 
8 Mastercard is a type Of us sor . (6,4) 


10 ‘Complete’ a cheques we it, (S) 
11 Another expression for ‘take out’. (8) 
12 You can use one instead of cash to pay for something. 


Down Í , f 
1 What you use to get money at 7 across. 19 | 


(6) 


14 A place where you can get money when the bank is closed. (1,1,1) 


16 To move money from one account to another is to ....... 


18 If you have an account at a bank, you are ............. that 


ee it. (7) 
bank. (4) 


Complete the text with words from the box. Look at B opposite to help you. 


take out owed debt 
credit card cash machine cash card 


Jon got his first (1) enn wae tsk al when he was a student. At that 
time ít bad a (2) „usona of €3,000. When he got his first job, the bank 
raised the limit to €10,000. Jon spent too much and got into 

UD EEE . He couldn’t pay what he (4) eee every month. 

In the end, he paid back the debt, but he doesn’t want another credit card. 


Jane withdrew money one day at a (3) u onion 
(B enemis . Later she looked in her handbag and her card 
had gone — someone had stolen it. She remembered someone was looking 
over her shoulder when she was at the cash machine. They used it to 

(OW es inc aaa ine all the cash in her cheque account. 


Over to 4ou 


When you pay for different things, how do you pay? 


limit 


eh with her 
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Ya Product details 


60 


Dimensions 
A journalist is talking to the marketing manager of Samson, a mobile phone company. 
The product is coming out (= Samson is selling it for the first time} next month, 


Journalist: What is the Samson 500? What does 
it do? 

Marketing manager: It’s a mobile phone and it’s also a 
small computer. 

Journalist: What are its dimensions? 

Marketing manager: It’s 10 centimetres by 10 centimetres, 
and 1 centimetre thick. 


Journalist: That’s an interesting shape! 
Marketing manager: Yes, it’s not rectangular. It’s square. a 
Journalist: How big is the screen? x 7 


Marketing manager: The screen is 5 centimetres wide by 7 
centimetres long. 
Journalist: How much does it weigh? 
Marketing manager: It’s not heavy - it’s very light. It weighs only 120 grams. 


BrE: millimetre, centimetre, metre; | 


AmE: millimeter, centimeter, meter 


sereen 


§ phonebook > |) 
settings Į organiser 


: 7cm 
10 cm -i 


ý le manager 


settings 


} file manager 


Features 
The journalist asks about the features (= important points) of the Samson 500. 


Journalist: How fast is the computer in the Samson 500? 
Marketing manager: It’s very fast. It works at very high speeds. 
Journalist: What does it do? 


Marketing manager: It stores names and addresses, you can write notes on it and it has 
a clock with an alarm. 

Journalist: Is it easy to use? 

Marketing manager: Yes, very easy. You don’t need to read the book that comes with it! 
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27.1 Complete the tables. Look at A and B opposite to help you. 


Adjective Noun 


! 


long length 
| width 
| thickness | 
| square | 
| rectangle | 


E——c — 


L weight | 


27.2 Complete the sentences using words from 27.1 above. 
Look at A opposite to help you. 


1 The screen is 105 centimetres „uim s Pheierxsmeerttinns 
of the screen is 105 centimetres. 
2 TRS ein is 4 centimetres. Its 4 centimetres s.u - 
3 Its not square. It’s ...ussssvres A 
LE aans 20 kilograms. 105 cm 


27.3 Complete the sentences. Look at B opposite to help you. 


This computer isn’t very „snie - It takes a long time just 
to send an email! 


Over fo you 


Talk about a product that you use, using expressions from this unit. 
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PŘ] Service companies 


reliable: they 
arrive at the 
right time 


ax) Sey 


Vopr y 


NBOO 644 G222 

Any time — any distance 

Our drivers are 

friendly reliable 
Our cars are 

clean comfortable 


Our fares are 


ad 


helpful: they 
help you with 
your bags 


comfortable 


| 
| R Talking about services 


Joc is asking Tom about a conference hotel he visited last month. 


í 


the hotel 
| l | the service 
the food 


| | | the hotel rooms 


Q 


reliable. 
modern. 
comfortable. 
It was delicious. 


They were E 


unreliable. 

old. 
uncomfortable. 
terrible. 
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8.1 


8.2 


8.3 


Complete the table. Look at A and B opposite to help you. 


Adjective 


Opposite 


| friendly unfriendly 


unreliable 


unhelpful 


uncomfortable 


clean dirty | 
| high | 


Complete the conversation using adjectives from 28.1 above. 


Anthea: Have you tried Tim’s Taxi Services? 


Belinda: Yes, and they’re terrible! The drivers don’t say ‘hello’ — they’re so (1) v i 
Anthea: Do the drivers arrive when you ask them to? 
Belinda: No, they’re always late — they’re really (2) wesc « 


Anthea: Do they carry your bags? 

Belinda: No, they just sit in the car — they’re so (3) nss . 

Anthea: And what about the cars? Are they clean? 

Belinda: They never clean the taxis — they’re always (4) „uni. 

Anthea: And are the cars comfortable? . 

Belinda: No, they use very small cars, so you always feel (5) 0.00, and very tired at the 
end of the journey. 

Anthea; And what about the fares? 

Belinda: They're so (6) su ! You pay so much! Try Sid’s Taxi Services instead! 


Complete the text about a conference hotel. Look at B opposite to help you. 


[©], but the food was 


[©], but the service was 


Over to you ~~ 


Talk about a service that you use, using adjectives from this unit. 
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4) 29) Where's it made? 


NINES, Manufactured products 


Look at this Samson 3000 DVD player. Where’s it made? (= Where 
is it made?) 


It is | 
It’s | made factory 

i in China. 
They are manufactured nrg plant to aes 


They’re | 


It’s shipped to the It’s stored in a It’s distributed to a 
United States. warehouse, retailer: usually an 
electrical goods shop. 


To learn more about the passive, see page 110. 


MD Food products 


HU 


} 
i 


i These vegetables are grown in East Africa. They are loaded on plances the same day 
| They are picked by hand. and they are flown to Europe. 


They are unloaded and stored in warehouses, 
but only for a short time. 


They are sold in supermarkets two days after 
they are picked. They are bought by customers 
in Europe and North America. 
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z 
t fo 


Complete the table. Look at A and B opposite to help you. Use the verb list on page 00 if you 
need more help. 


Base form (infinitive) _ Third form (past participle) 


| buy | —| 
distribute 
fly | 


| grow | 
ES ee S eee | 

load 
f St 
make 


| manufacture 
sell 
ship 


| store | 


unload 


Complete the sentences. Look at A and B 
opposite to help you. 


1 Theséiclo thes esx: sce. cen ccaauee (make) 
in Vietnam. 


2 For example, this type of T-shirt 0.0.00 
PATERE A e (manufacture) in a factory in 


TENE To en (load) 


into a container. 


4. The contamer so sua a a eni (ship) across 


the Pacific. 
5 Thetontainer srein . (unload) in 

San Francisco. 
Ge ERE TSS Hitt ia (store) ina 

warehouse. HG 

P RANINEN ia 

T They s ~ (distribute) by truck 

to the stores. 
BY TE ESNIE aaia (sell) in 


stores all over North America. 


Over to you 


Where are your favourite clothes made? Where do you buy them? How are they transported 
there? 
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S10} Where's it sold? 
| a Shops and stores 


trolley eee ii) REN checkout 


| You can buy food, clothes and sometimes other products in a supermarket. You can use a 
trolley and you pay at a checkout or till. 


| A convenience store is a small shop that is open from very early to very late. In the UK, a 
corner shop is a convenience store near your home, on the corner of two streets. 


A chain store is one of a number of shops with the same name. These shops are all part 
of a chain (= group of stores owned by one company). 


A department store is a large shop usually in a city centre. It sells many types of goods in 
departments or sections ~ for example clothes and furniture — on several floors. 


| A mall or shopping mall is a large building outside a town with many shops and a big car 
y! park. 


BrE: shop; AmE: store 
BrE: shopping trolley; 
AmE: shopping cart 


Some manufacturers use direct sales — selling to the customer 
without using a shop. 


You can buy things by mail order. You choose from a 
catalogue and order by post or on the phone. 


With internet shopping you buy things over the internet 
using the seller’s website. Buying and selling like this is also 
called e-commerce. 


BrE: catalogue; 
AmE: catalog 
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y4 
AN 


J. 


4 
i 


W 


Complete the crossword. Look at A and B opposite to help you. 


Across 
A book where you choose what to buy. (9) 


hs 


W 

aha ae 
Buying without going to a shop. (6,5) | 
You buy food and some other things in a HHHH BRANE 


“J Ss 


eaattoaetia + (2) 


Where you buy things when other 
shops are closed. (11,5) 


oO 


11 When you buy things by post: mail 


aana (5) 
12 and 13 A building with a lot of shops. 
(8,4) 


14 The place where you pay ina 
supermarket. (8} 


Down 
1 On the internet, you buy things on a 
COMPANY'S --rrecseecenes A) 


5 Buying and selling things on the 
internet. (1-8) 


6 Jn the UK, a shop near your home which is open late. (6,4) 
8 In this type of large shop, there are lots of different ................ (1) 
10 British English for shopping ‘carr’. (7) 


Complete the sentences. Look at A and B opposite to help you. 


1 Ina supermarket, you pay sssini the checkout. 

2 More and more books are Sold Ọs... the internet. 

3 When you buy clothes „sssi mail order, you choose „uss. a catalogue. 
A YOu Cat GF der enose POST OP enus the phone. 


Do you like shopping? Where do you buy your clothes? 
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RAS Where was it developed? 


The first PC 


A journalist is interviewing Sandra Peters, an expert in the history of computers. 


Journalist: Where was the first PC developed? 
Sandra: It was developed at an IBM centre in Florida. 


Journalist: Where was the software written? 


They were written | 


Sandra: The software was written by Microsoft in California. 
Journalist: Who was the PC sold to? 
Sandra: It was sold to businesses and to people interested in computers. 
: It was developed : Florida. | 
| in 


California. 


To learn more about the past passive, see page 111. 


| 
B Where were the first PCs produced? 


~a 


I 
i 
| 
) ! IBM PC (personal computer), 1981 
i} i 
i Journalist: Where were the first PCs produced? 
| Sandra: PCs were produced at IBM’s factories. But IBM allowed other companies to 
{ | make the same computer with the same software. 
| p 
| Journalist: Which companies made PCs? 
I Sandra: At first, they were made by lots of companies, but today there are not so 
many: Dell, Gateway, Hewlett-Packard ... . I still have a PC that was made 


| by Compaq in 1987, but L don’t use it now! 


l Journalist: Where was the first PC manufactured? 
Sandra: The screen was made in Texas, the keyboard was manufactured in Mexico 
| and the disks were produced in Singapore. 


Journalist: And where was it all put together? 
Sandra: In Texas. The PCs were packed there and then they were distributed all over 
the world. 
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31.1 


Complete the table. Look at A and B opposite to help you. Use the verb list on page 00 if you 
need more help. 


Base form (infinitive) - Third form {past participle) 


develop 


distribute 


| make | 


manufacture 


pack 


| put together 


| sell 


write 


Complete the sentences using the correct form of 
the verb in brackets ( }. Look at A and B opposite 
to help you. 


In the 1950s, Britain had a very big motorcycle 
industry. One of the companies was BSA. 


T PRE TIGCGLEV CLES WEEE! ccs cncsrcescinmnircans aeoexrscasemssancunee in 
the BSA factory. (put together) 

2 ‘Then they Were sscsescmcnsones: by retailers all over the 
world, (sell) 

3 They were was, uns. sacs. by land and sea to different 
continents. (distribute) 

4 They were occcceccccssssusscssenee into boxes. (pack) 

5 BSA motorcycles were „sssr in Birmingham. 


(develop) 


Over to you 


Look at a product that you use every day. Where was it made? Where is it sold? 
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KPA Product instructions 
NE 


Pati, fad AE S Ne 
Follow the instructions 


1 Pull the leyer. 


5 Turn the key 
to start. 


2 Key in your 
PIN number. 


6 Plug the cable into 
a socket. 


3 Put your ticket 
into the slot. 


7 Insert your 
card, 


4 Push the door 
to open. 


8 Select a language. 


SEs 


En 


glish Espanol 4 1B 
p @ 


PT HLL 


— 


Press the button 


T 
E p nae eae 


|! 1 To switch on, Pon 
| press the ‘On’ “a @ 
| button, 


| 2 Take the CD 
out of the box. 


5 Then press the 
‘Play’ button. 


3 Put the CD 
into the tray. 


6 To stop the 
disc, press the 
‘Stop’ button. 
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32:1] 


Match the instructions in A opposite to the products and machines below. 


~ 


“NR 


b lemon squeezer 


c cash machine 
(3 instructions) 


d car e office door f CD player 


Now write the instructions for each of the products and machines in 32.1 above. 


ticket barrier Put your ticket into the slot. 
lemon squeezer 

cash machine 

car 

office door 

CD player 


>7ADrtan cs bd 


Put the instructions for recording a DVD into the correct order. Look at B apposite to help you. 


To record a DVD: 


a When you have finished, STOP ; e Press the ‘Record’ 
press the ‘Stop’ button. J @ button. 


b Puta blank DVD into 


f Press the ‘On’ button. “ON 
the tray. tee 


a ji ; ` r I m 
c Select the TV station that > 17 a > 
you want to record. 


d Push the tray to close it. 


Over to you 


Give instructions for using an office drinks machine. 
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Problems with products 


F 


aults 


Antonia is having problems with her DVD player. 
She phones the call centre (= office giving help on the 
telephone) of the chain store where she bought it. 


Sharon: 
Antonia: 


Sharon: 
Antonia: 
Sharon: 
Antonia: 


Sharon: 
Antonia: 
Sharon: 


Antonia: 
Sharon: 


Service department. How can I help? 

I have a problem with my DVD player. 

It broke down (= stopped working) last week. 
What make and model number is it? 

It’s a Samson DVD 7000, 


What exactly is the fault (= technical problem)? 


When I press the button, the tray 

doesn’t open. 

How old is the DVD player? 

I bought it last year. 

OK, you can send it back by post for repair 
(= the company will make it work again). 
Samson guarantee (= promise to repair or 
replace) their products for two years. 
That’s difficult. 1 don’t have the box. 


Don’t worry. You can take it back to the shop. 


Where did you buy it? ... 


Guarantees 
The company repair the DVD player and return it to Antonia, but it breaks down again. 
She phones the call centre again. 


Sharon: 


Antonia: 


Sharon: 


Antonia: 


Sharon: 


Antonia: 


Sharon: 


Antonia: 


Service department. How can I help? 


‘Samson pvp 17000. 


Samson 2 year 
guarantee 


G, Ifyou are not satisfied or have ? 
any problems with the DVD» 
7000, simply return to point 
of purchase along with this 

guarantee within 90 days and “) 
we will offer a replacement 
or full refund. 


My DVD player broke down last month. You repaired it, but it broke down 


again yesterday. 
What’s the fault now? 
I can play DVDs, but I can’t record. 


Is it still under guarantee (= in the time period of the g ganm 


Yes, I only bought it six months ago. 

OK. Because it’s broken down again, we'll 
give you a replacement — a brand new 

(= completely new) machine. 

That’s great! 
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33.1 Match the two parts of the sentences. Look at A and B opposite to help you. 


1 This product is brand a with your new kitchen equipment, just give us a call. 
2 This TV is still under b down two days after I bought it! 

3 If you have a problem ¢ new. I bought ir yesterday. 

4 My CD player broke d back to the shop. 

5 When my new phone stopped e guarantee. It’s less than two years old. 


working, I sent it 


33.2 Complete the sentences with words and phrases from the box. Look at A and B opposite to 
help you. 
breaks down call centre guarantee under guarantee 
take it back repair replacement fault 
? AARENSEN Ennn 
T WE urrera our products for two years. A 
2 If the product doesn’t work, u... ei SRA 6 
IPETON to the shop where you bought it. ? 
vA 
3 If the shop can’t help you, PHONE our „u. ? 
EANES PEE NE EA Fe £ 
eA-[f there is still @ nue , send the product back to 6 
b We will ss it. a 
5 if the product ESERSE ERNE] again while it is Gi 
LELE EAE T , send it back to us and we 6 
will send YOU A m . 6 | 
rA -_ = == = ma _ m = DN 


| 
l 
| 


Over to you 


Talk about a problem you iad with a product. Did you: 
ma send the product back for repair? Œ get a new product? 
What happened exactly? 
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Socializing 1: nice to meet you 


/ WONN At the airport 


ll) 


Excuse me. Are [7 Hello. Nice to <a ; y ø] TIl take you to 
you Rita Sandoro? meet you. ight? your hotel and 
Pm Stephanie ete aa N ANd] then we'll go out 
Howard. os ANI FLY to dinner, 


| | HI] ANNY ! j i Ja Very good thanks. ia 
i No problems at ‘Hankey you. That 
i HINA atid) i , would be nice 


Fine thanks. Take a 


„Good morning, Rita. 
` How are you? 


seat. Would you like 
something to drink? an 
There’s coffee, tea, and Gi J 


orange juice. 


d 


Have you been to 


| | Trevor, this is Rita Sandoro from 
Cape Town before? 


World Wines in London. Rita, this is 
Trevor Smith, our marketing manager. 


Da M $ 

| | U Nice to meet +a 

i \ you, Rita. =a are C 

A you wi aid Le 
Hello, ferae W r 

Pleased to meet you. /-———~ At the ieena. 


MT C | Saying goodbye 


Stephanie: It was nice meeting you, Rita. 

Rita: Nice meeting you too, Stephanic. 
Stephanie: Have a good trip back to London. 
Rita: Thanks. I'll be in touch soon. 
Stephanie: I look forward to seeing you next time. 
Rita: Yes, me too. Bye. 

Stephanie: Goodbye. 


Very E A sie 
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34.4 Choose the correct reply to each of the expressions (1-7}. Look at A and B opposite to 


help you. 
1 Nice to meet you. a Hello. 
b Fine, thanks. 
2 How was the flight? a That would be nice. 
b Very good, thanks. 
3 I'll take you to your hotel and then we a Fine, thanks, 
can have dinner there. b Thank you. That would be nice. 
4 How are you? \ a Very well, thanks. 
b Nice to mcet you. 
5 It was nice meeting you. a Pleased to meet you. 
Nice meeting you too. 
6 I look forward to seeing you next time. a Yes, me too, 
b Here you are. 
7 Have a good trip back. a Thanks. 


b That would be nice. 


34.2 Complete the questions that two people ask a visitor. Look at B opposite to help you. 


1 Leslic: Take a (1) ecco . Would you like (2) ecco tordrink?: (3) E E coffee, 
tea, and apple juice. 


2 Leslie: Brian, (4) nuun is Georgina Osborne from SPL in Dublin. Georgina, this is Brian, 
our production manager. 

3 Brian; Nice to meet you, Georgina. (S) wun FOU G) AREE to Melbourne before? 

4 Brian: Where are you (7) ssiru ? 

5 Brian: Whats it (8) nicit ? 


i 


14.3 Match Georgina’s answers below to the questions (1-5) in 34.2 above. Look at B opposite to 
help you. 


a At the Hilton. 

b Pleased to meet you. 

c Tea, please. 

d Very comfortable, thanks. 

e Yes, I was here about ten years ago. 


Over +o you 


A visitor comes to your office. You introduce the visitor to a colleague. Write the conversation. 
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KEJ Socializing 2: at the restaurant 


oo Ti 
SE Choosing and ordering 


| 
ii 


| don’t like) seafood. What 
{ are you going to have? 


( What do you recommend? 
Lis ry 


A da, > AE Ld Ui 
Where would you like to sit - The fish is very good. 
smoking or non-smoking? Do you like fish? 


I think I'll have a chicken 
vindaloo. That’s a type of 


No, Pm not keen on (= I 


Are you ready to order (= Are yo 
ready to tell me what you want)? J 


TA 


u 


curry with chicken. 


That sounds good. 
T’'ll have the same. 


Small talk 


vii 
| ma) 
No, I live in Brighton, 
on the south coast. 4 
| I commute. What 
about you? 


WINE Thanking 
I 


I commute too. 
It takes about 20 
minutes by car. 
Do you like 


commuting? 


isn’t late! I read, 
and I listen to 
music. And you? 


It’s fine, if there 
isn’t too much 
traffic, What do 
you do in your 
free time? 


Really? | play golf too! 
How about a game 
tomorrow after our 
meeting? 


Rita and Stephanie finish their meal. 


(Later) 


Rita: That was delicious! Stephanie: Can we have the bill, please? 

Stephanie: Pm glad you liked it. Would Waiter, Certainly. (The bill arrives) 
you like a coffce? Stephanie 

Rita: Yes please. (to Rita): Fl get (= pay for) this 

Stephanie Rita: Thank you very much. 


(to waiter): Two coffees please. Stephanie: My pleasure! 
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35.1 Put the conversation into the correct order. Look at A opposite to help you. 


a Roxanne: What do you recommend? 1 e 
b Francesca: 1 think TIl have a salade niçoise. 

c Francesca: It’s a type of salad with lots of different things in it. 
d Francesca: The steak is very goad. Do you like meat? 

e Roxanne: I’m not keen on meat. What are you going to have? 
f Roxanne: What’s that? 

g Roxanne: That sounds good. I'll have the same. 


35,2 Match the questions (1-4) to the answers (a-d}. Look at B opposite to help you. 
1 Do you live in Paris? a Good idea! 
2 Do you like commuting? b No, I live in Versailles, about 20 minutes from Paris. 
3 What do you do in your free time? c Irs OK. I do a lot of work on the train. 


4 How about a game this evening? d I play squash. 


35.3 Write the conversations below. Look at C opposite to help you. 


1 
Alain Bengt 
| Ask Bengt if 
he wants a dessert. eee re 
| Say you would 
ee like ice cream. 
Ask the waiter for two | 
ice creams. i ae 
Say you liked 
Reply. le the meal. 
2 
Ask for the bill and tell | 
Bengt that you will pay. i ae 
panene | Thank Alain. 
| Reply. 


Over to you 


You are at a restaurant with a visitor to your country. Write a ‘small talk’ conversation 
between yourself and the visitor. 
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— 36 Telephoning 1: starting and ending 


Starting informal calls 
Pia there? 


that Pia? 


a | 
( Hello, Liam. How are you? ) 7 
— Starting formal calls 
4 ( Good morning. Cara 
H | Thompson’s office. x 
i Could 
Hello. 9 Ms Thompson, please? 


Can 
| | C Who’s calling, please? ) A 


pr i 
My name’ Julian Maxwell. | 


Is 


| I speak to 


l I’m calling from JM 
/ Consultants in New York. 
wy 


One moment please. 
I'll put you through. 


| e ( Thank you. ) 
| 
| Good morning, Ms i 
| l Thompson, My name’s . 


SE Ending calls 


| 


| again next week. 


on Thursday. Thanks calling. 
at the mecting. Thank you phoning. 
in Rome. 


Bye. 
Goodbye. 
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Sa 


f 


6.1 Put the conversation into the correct order. Look at A opposite to help you. 


°C Hi Nadine, it’s Mel here. 
b Is that Nadine? i 
‘6.2 Complete the conversation. Look at B opposite to help you. 
Madelcine Townsend’s PA Fernando Soria Madeleine Townsend 


(T) stnscoxmnemanam ; 


Madeleine Townsend’s 


office. 


Ms Townsend, (3) e? 


Fernando Soria. 


) ` 
C Madeleine Townsend. 


6.3 Complete the conversation. Look at C opposite to help you. 


So, you'll be in touch next week to fix the 
exact details? 


Over to you “a 


When you answer the phone at work, what do you say? 
Write short dialogues for the beginning of a phone conversation at work: 
mi with someone you know. 


w with someone you don't know. 
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KYA Telephoning 2: spelling and numbers 


Telephone alphabet 


When someone spells (= says how to write) a word on the phone, it can be difficult to 
hear the difference between these letters: 


m BandP m BandV = DandT 
m FandS m [and Y æ Mand N 
Make sure you learn the English names for these letters: 
m AandR m Eand! m OandU m land Y 
m CandS m GandJ m KandQ m VandW 


To learn more about how to pronounce each letter, sec page 106. 


If you want to spell a word you can say A for Alpha, using the telephone alphabet in this list. 


Alpha Bravo Charlie Delta Echo Foxtrot 
Golf Hotel India Juliet Kilo Lima 
Mike November Oscar Papa Quebec Romeo 
Sierra Tango Uniform Victor Whisky X-ray 
Yankee Zulu 

Spelling 


Jy 
( Who” calling please? ) A 


A ( My name’s Nora Laker. 2 
4 Can you spell that, please? Fi 


Yes, it’s Nora: N for November, O for 
Oscar, R for Romeo, A for Alpha. 
Pm calling from Maggs Lind, in London. 


No, M-A-double G-S, new word, 
Lind — L-L-N-D. 


Numbers 


You say telephone numbers in groups of numbers. Your voice gocs up for each group, 
except for the last group, when your voice goes down. 


N N N N ~ 
00 44 20 9422 5483 


Double oh double four two oh nine four double two five four cight three 


N ar es A ~~ 
00 1 212 131 6544 
Zero zero one two one two one three one six five four four 


BrE: double oh; | 
AmE: zero zero | 


Business Vocabulary in Use (elementary) 


3 


tad 


Ta 


37.2 


You are talking about numbers and letters on the telephone. Use the telephone alphabet to 
correct the other person. Look at A opposite to help you. 


1 Is that V for Victor? 
WR51 LMB No, a tines or 
2 Is that T for Tango? 


NEW YORK 


CLP 933 3 Is that B for Bravo? 


[tS EF: 9855 N | 4 Is that M for Mike? 
si HUY 75 5 Is that I for India? 


6 Is that S for Sierra? 


Look at the telephone list for a company’s staff around the world. Spell the names using the 
telephone alphabet, then use arrows above the numbers to show how your voice goes up and 
down. Look at A opposite to help you. 


RA AN N 
1 Mr Caire 00 33 1 9422 5122 


Match the questions to the answers. Look at B opposite to help you. 
1 Who’ calling, please? a No, C-O-double L-1-N-S. 
2 Can you spell that, please? b John Collins and Associates. 


3 Which company are you phoning from? c T for Tango, A for Alpha, N for November, 
4 Is that C-O-L-LN-S? Y for Yankee, A for Alpha, new word, H for 
i Hotel, U for Umbrella, double L for Lima. 


d Tanya Hull. 


Over to you Di 


Spell your name, your E address and your company address. Use the telephone 
alphabet. What are your phone numbers at home, at work and on your mobile? Say them 


with the correct intonation. 
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Telephoning 3: checking information 


eR 


Showing understanding 
Showing you understand 


Checking and confirming information 
Checking 


My name’s Nicholls. 


Sorry, I didn’t get that. Could you speak 
X \ more slowly, please? 
( Pm sorry. My — name - is — Nicholls. ) 
é that one L or two? ) 
Sic Si 
Two. N-I-C-H-O-double L-S. \ 


The company is Goodwood. 


( Can you spell that please? ) 


SE 


N 


( Pm calling from Bendrix in London, ) 
( Can you repeat that (= say it again), please? ) 
NY 
: 7 XS 
{ Yes, it’s Bendrix. ) 


Sorry, I can’t hear you. Could you speak 
{= speak more loudly), please? f 


up 


Yes, of course. The number is 020 7400 
3004. 


. So, that’s 020 7400 3004. 
Confirming 


My email address is 


Jane dot Nicholls at jhu dot co dot uk. 
{kao 


Business Vocabulary in Use (elementary) 


1 


What do you say in the situations below? Look at A and B opposite to help you. 


1 You understand what the caller is saying. (3 expressions) 
2 The other person is speaking too fast. 

3 You can’t hear the other person. 

4 You’re not sure how to write a name. 

5 You want someone to say the word again. 

6 You confirm some information. 


Put the conversation into the correct order. Look at B opposite to help you. The first sentence 
isi. 


Speaker A Speaker B 


a ( That’s it. Thank you very much. . No problem. Goodbye. 
d : 


Pm sorry. Pll try to speak louder. Lisa 


dot Taggart at A-Y-Z dot com. 


” Sorry, I can’t hear you. Could you 
Lisa dot Taggart at A-Y-Z dot com. speak up, please? 


EE =f 


g | Yes, of course. My — name — is — ) ý (lise dot Taggart at A-Y-Z dot com. o) 
Taggart. 
88 , e 
i ™ J Thank you. And what’s your email 
My name’s Taggart. address, please? 


A 
k ( Two. T-A-double G-A-R-T. } Sorry, I didn’t get that. Could you 
speak more slowly, please? 


Write the conversation below. Look at B opposite to help you. 


Sophie Louis 


| Give your number 

itn « Say you can’t hear | 
| Repeat it ae 
acs Confirm the number | 


Over to you we 


Write a short dialogue between you and one of your colleagues to check information using 
expressions from this unit. Give your email address. 
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Telephoning 4: messages 


Useful expressions 
Person receiving a call 


| | 
I'm sorry, | he’s | on another call. 
I’m afraid she’s | not here at the moment. 


Can I take a message? (= you want to write down a message from the caller) 
Who’s calling please? 
Which company are you calling from? 


Person making a call 


tomorrow? 
as soon as possible? 


Leaving a message 
Person receiving a call Person making a call 


( Mark Simpson’s office. ) 
A ( Hello. Can I speak to Mr Simpson please? —_ } 


I’m sorry, he’s in a meeting, Can I take a i 
message? 
( Yes, please. My name’s Denise Parker. ) 


Can I have your number? 


Yes, it’s 020 9422 5483. 
5483. So, that’s 020 9422 5483. 


That’s right. Could you ask him to call me 

back? It’s very urgent (= important to do 
I'll give him the message. 

Thank you very much. Goodbye. 


quickly). 
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Put this conversation into the correct order. Look at A and B opposite to help you. The first 
sentence is h. 


a So, that’s 0131 899 0210. eee oe 


d z k 
Hello. Can I speak to Ms Trevor please? 


i give her the message, Mr Bradman, i 


Pm sorry, she’s not here at the moment. 


Who’s calling please? 
Sy Yes, of course. ) 
™ 


a 


My name’s Ray Bradman. Can I leave a 
message? It’s very urgent. 


Can you ask Ms Trevor to call me back 
tomorrow morning? 


g (ts 0131 899 0210. 


Complete the message form using the information from the call in 39.1 above. 


TELEPHONE MESSAGE 


Message for: 


Name of caller: 
C] Wilt call again [| Please cali 
Phone number: 


L] Urgent CI Not urgent 


Over to you 


Think of the last phone message that you left. What did you say? Practise saying it in 
English. 
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Email, faxes and letters 1: 
a business writing 


Ways of communicating 


fax 
something someone post 


a document (= paper(s) with Carlos email 
written information, e.g. a letter) | Bestco | courier (= a company 
like Fedex or DHL) 


I'll send it to you by fax. 


email | 
| post something 


| fax 
write 


l received the fax yesterday. 
a letter 
, send 
| ; a message 
receive / get afak Please reply to this message as soon as possible. 
read 


“nt en an email 
PY to Ki I get over 50 emails every day. ) 


someone 
to | Carlos 
Bestco 


[Il fax it to you. 


Formal and informal 

If you know someone well, you use an informal style. If you don’t know the person or 
the communication is very serious or official, you use a formal style. You need to think 
about formality when you begin and end your writing. 


Beginnings 
More formal e—a Less formal 


i | Dear Sir Dear Mr Randall Dear Jack 
i Dear Madam Dear Ms Dunn / Dear Mrs Dunn Dear Gina 
Note: You use ‘Dear Sir' for a man, and ‘Dear Madam’ for a woman, when you don't know the 
| | person's name. 
| 
Endings 


More formal <<——_———____—————> Less formal 
Best regards Regards Best wishes All the best Best 
Yours sincerely 

j Yours faithfully Yours 

I Note: You use ‘Yours faithfully’ only in BrE, when you don’t know the person's name. 


BrE: Yours sincerely; 
AmE: Sincerely 
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Choose the correct word to complete each sentence. Look at A apposite to help you. 


sl Eee (written/got) five faxes this morning, but I haven’t sent them yet. 

Di EEEE (replied/received) her letter yesterday. 

3 There’s no need to siii (read/reply) to this email. 

AT penne (got/posted) this email from Rita. 

al Ae (written/read) your message, but I haven't „ssu (replied/sent) to it yet. 
a E | rr (fax/reply) the information to her. 


Kay Lumsden receives the messages below (1-5). Are they formal (F) or informal (I)? Look at B 
opposite to help you. 


1 Her colleague, Tom, asks Kay if she’s free for lunch. I 

2 A journalist (Tony Kent) writes to ask her for an interview. 

3 Her friend, Serena, asks Kay if she’s free for a game of tennis. 

4 A supplier that she doesn’t know (Roger Olafsson) writes to ask Kay for a meeting. 
5 Janet Freeman, who doesn’t know Kay’s name, writes to ask for a job. 


Write the beginning and ending of each message (1-5) in 40.2 above. Look at B, C and D 
opposite to help you. 


1 (beginning) Rear Kay.. 
(ending) .....BESE WISHES saom 


DE ELTA) ease acsacrsrcsccsreoceconeaecec cesses eesti 
EADE cece sews NNN 


TGEA een eat amen ier rere neces eon ere Fea 


SLUT) emanan eae 


Ae (DESTTIALAB), ronen A unten 
(ending) 


TABERI TIS ) ss semsccsueanyr sexes ces ceaiverrmvonurectctrampsecemncete 
En Ue ET nT o) cipal a IAE AEAT EA 


Over to you KL 


How do you prefer to communicate: 


mw with friends? m@ with colleagues? wÆ with clients? 
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i 41 Email, faxes and letters 2: 


T the message 


Starting the message 
Thanking someone 


f 


your email. 
Thank you (very much) for a very useful meeting yesterday. 
(Many) thanks | coming to Prague yesterday. | 
| | sending the information I asked for. 
Giving a reason for writing 
| Phesavitig | let you know our new contact details. 
| "This (email/fax/letter) is | to | tell you that I’m coming to Boston next month. i 
| confirm (= make sure you know) the details of my trip. 
| 


ae Future action 


Would it be possible to postpone the meeting? 
Could you send us the information as soon as possible? 


Can you call me next week? 


| | hearing from you (= receiving your reply). 
| I look forward to seeing you in Budapest. 
| | | mecting your colleagues next weck. 


PFI speak to you next week. 
PI call you as soon as possible. 


Please let me know if you need anything else. 


Enclosures and attachments 


Something that you send with a letter is an enclosure. Something that you send with an 
| | email or a fax is an attachment. You can write: 


brochure (= pictures and information 


| about a company or product). a 


Pise find avetoaed map (= a drawing to show where 
places are} y 


à ry = 
Fm enclosing . “a Bye] 
Please find attached 


I’m attaching 


— 


report (= a document describing a 
particular subject). 
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Complete the message. Look at A and B opposite to help you. 


Dear Ms Howard 


E aT a ieee ase agreeing to see me next week, (2) „ssn 
yee Sareea confirm details of my trip: I’m flying from London on 
Thursday afternoon, 26 July, and staying at the Hilton in the centre of Cape Town. 
[R= A send me a map showing where your company is? 


ERAEN attaching some information about my company, World Wine Imports. 
Pleon e po e cise ees ca yer neste Serene ses if you need any more information about 


the company before the meeting. 


T (6) cecceerceteen semen CO hearing from you. 


Yours sincerely 


Rita Sandoro 


Match the situations (1-6) to the sentences (a-f). Look at C opposite to help you. 


1 You send a photo with an email. 


2 You send information about your 
products with a letter. 


3 You send a drawing to show your 
company’s location with an email. 


4 You send a document about a 
particular subject with a fax, 


5 You send a drawing to show your 
company’s location with a letter. 


6 You send information about a particular 
subject with a letter. 


Over to you 


a I’m enclosing some brochures. 

b Please find attached a map. 

c Pm attaching a report. 

d Pm attaching a picture of our product. 
e Please find enclosed a report. 


f Pm enclosing a map. 
8 


Write a message to an important client who is visiting your company next week, and send a 
map to show where your company is. Remember to use formal language- 
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Emails, faxes and letters 3: emails 


Email language 


j forward = send an email that you have reccived to someone else 


delete an email = remove an email from your computer 


copy = send a copy of an cmail to other people at the same time 


Could you forward Rita’s email to me? Don’t delete the email — it’s important 
I’m sending the information to John by email —T’ll copy it to you. 


| oe zZ ai ai 


Chat Attach Address Fonts Colors Save As Draft 


email —— - 
| address | From: ~stephanie.howard@capeco.sa To: _rita.sandoro@worldwineimports.co.uk 


| Subject: Your visit File: capeco.doc 


eee. 
attachment 


To Jearn more about how to say email addresses, see Unit 38. 
| To learn more about attachments, sce Unit 41. 


Informal emails 
|, Sometimes emails are written quickly and are very informal. Here are some of the things 
you see in informal emails: 


Informal Formal 

| Hi Rita Ž | Dear Ms Sandoro 

„Pleased to hear that you're coming to Cape | | I am pleased to hear that you are coming 

| | Town next Tuesday. l'Il come and pick you | to Cape Town on 25 July. I will come and 
| | fat at the airport. / | pick you up at the airport. 
/ ere’s the brochure we talked about. | Please find attached the brochure you 
| / _ See you v. soon! | requested. 
| / /\ Best | look forward to meeting you, 
H Yours sincerely 


Stephanie 


| 
| a 
ae | 
| e 
\ 
\ 


| | oy 
|| \\ Wis 
Ml | A mi abbreviations v. = very 


@ contractions Tl = I will 


| Stephanie Howard 


“gi missing words Pleased to hear = I am pleased to hear 


HR Beginnings and endings 


If you know someone very well, you can start and end the email with very informal 


| language. Sometimes you start the message with Hi or Hello, or the person’s name. 
l —- -— - — — — - 

Hi Rita : Stephanie 

| Here are the documents you requested. | Thanks for the documents! 

| Best | Rita 

| Stephanie | 


To learn more about formal and informal beginnings and endings, see Unit 40. 
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Complete the email with words from the box. Look at A opposite to help you. 
Attachment deleted email address Ce (= copy) 
forward To Subject From 
PSS a es z 
EDE AY ð 
wi Chai Attach Address Fonts Colors Save As Draft n i 
ee : markwalker@bestco.Uk een tomhill@bestco.uk 
immune davidjames@bestco.uk cotinine Request for information 
eT hs ae : Sales report.doc 
Dear Tom 
I'm attaching the report you requested. Could YOU nsss... it to Sarah? | don't 
know RE s seien =l think H it by mistake! l'm copying this 
email to David too. 
Best wishes 
Mark 
Change the sentences from formal to informal. Look at B opposite to help you. 
1 I enjoyed meeting you last week, (missing word) 
Enjoyed meeting YOu JaSt, Kaeser ncrmmereorersnieseresrenterteyrneine etree demaennpmveninsel 
2 Lam so glad you had a nice trip back to London. (contraction) 
3 [have posted the brochure to you. (contraction) 
4 They are very interested in working with you. (abbreviation) 
Change the sentences from informal to formal. Look at B opposite to help you. 


1 We're arriving in London on Monday. (contraction) 


Over to you 


Write the text of an email with an attachment: 


mi to send to a colleague. = to send to a customer. 


Think about formal and informal language. 


Business Vocabulary in Use (elementary) 


91 


Presentations 1: getting started 


h 


| 


92 


a Preparation 


Jennifer Marshall is an expert in presentation skills. She gives 
this advice: 


Start to prepare (= get ready) early. 


Think about your audience (= the people who will be at your 
presentation). 


Prepare slides. 


Prepare handouts (= pages with information for the audience). 


Check the room (= make sure the room is ready). men 


Is there a TED D A ( Is there a projector? ) 


Introduction 
Introducing yourself and your subject 


MVE ona 
I work for Gillette. I woki in the sales department. 
Today I'm going to talk about .. 


Describing the plan 


First 

Then rll look at ; sales. 

After that rd like to say something about our products. 
Next move on to | 


Finally 


Talking about questions 


please feel free to interrupt me (= stop me while I’m talking). 
I'll be happy to answer them at the end. 


If you have any questions, 
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Complete the sentences from a presentation. Look at B opposite to help you. 


1 Finally, PI say something „sv. the future — I'll talk about possible new products for the 
next ten years. 

2 First, PIL looke, business-to-business products. 

3 Hello. My name’s Ron Grant. I work wc GIE, the electronics company. 

4 Then, PI move vccccsscssssce cesses consumer products. 

5 Today Pm going to talk „sssr our latest business-to-business and consumer products. 


Lisa Woo, the marketing manager at Samson, is going to give a presentation. Write what she 
needs, Look at A opposite to help you. 


1 I want to be sure everyone can hear me. 
T need a microphone... 


2 I want to write on paper so that everyone can sec. 
I need a... 


3 I want to know if there are enough chairs. 
I need to 


4 I want to use my computer to show information. 
TP rie6d E EE š 


5 The audience doesn’t want extra information on paper. 
AGW EHC EET : 


Put the sentences of Lisa’s introduction into the correct order. Look at B opposite to help you. 


a And finally, PIl say something about how we can work with your company. 

b First, Pll look at the technical side. 

c I work for Samson in the marketing department. 

d If you have any questions, I'll be happy to answer them at the end of my presentation. 
e My name’s Lisa Woo. 

f Then, I'll move on to the sales possibilities. 

g Today I’m going to talk about a new product that we have developed. 


Over to you 


Write the introduction to a presentation and practise reading it aloud. 
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i 44) Presentations 2: the main part 


a Sections 


i 
| 


Presentations are usually divided into sections (= parts). 


} To start a section or move on to a new section 
First the products. 
Firstly the sales figures. 
Second look at 
eee dl let’s look at 
| The y Pd liketo | move on to next point. 
turn to the area. 
Now 
| Finally | last 
| i _ 
i HB Slides and handouts 
| To talk about a slide or a handout 
| 
| As you can see in | this slide of last year’s sales ... 
Let’s look at the handout about our products ... 
l | ; 
| 
| Hi > . . 
LL Ending and questions 
| To end the presentation 
$ A A 
| ( That is the end of my presentation. `) ( Thank you very much. » 


| | Thank you for listening. 


Questions 


Are there any questions? 


question. 


I’m sorry, but I don’t know the 


back to you? 


Tm sorry, but I didn’t follow your 


answer to that. Can I check and get 
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{ Thank you for coming. | 


If you have any questions, PI be 


happy to answer them now. 


Could you repeat the question? 


I’m sorry, but I can’t give you that 


information. 


4.4 


Samson’s marketing manager is making a presentation. Look at her plan and write what she 
says at the start of each section. Look at A and C opposite to help you. 


$ 4 ii Hi if Mf i i i ; j 3 ti txi ii i $ i h fiid 
DOODODDODDODOOOOOODODODOOOOO 
Plan 


t Technical side 

Z Sales plan (show Slide) 
3 Samson’s branches 

4 Ending 

5 Questions 


What do you say in the situations below? Look at C opposite to help you. 


1 You don’t understand a question, 


Over to you 


Write one of the sections of the presentation that you started in ‘Over to you' in the 
previous unit. 
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Presentations 3: charts and graphs 


Pie charts 


i This pie chart shows where pcople from Estland had their summer holiday last year. 


Asia 7% Rest of world 3% 


N America 10% 


Estland 55% 


Europe 25% 


| 
that ... 
shows | the number of ... 


| This segment 
The red segment 
| The segment shaded blue 


the percentage of ... 


This segment shows that most The blue segment shows the 
I, people stayed in Estland for number of people who went 
| their summer holiday. to Europe ~ 25 per cent. 


l VY a 


Graphs and bar charts 


100 
| 
| rise stay the same fall 
go up go down 
| 
| increase decrease 
0 
| 0 100 


Line graph 
| This bar graph or bar chart shows sales of Samson 
phones from January to June last year. 


In January last year, Samson sold 
50,000 phones. In February, sales rose 
to 175,000. Sales in March fell from 
175,000 to 100,000 units. In April, 
sales increased by 200,000 units to 
300,000 units and in May they stayed 
the same. Then in June, sales went up 
by 250,000 units to 550,000 units. 


thousands of units 
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us 


rose 
stayed the same 


Complete and label the pie chart showing the information below. Look at A opposite to help 
you. 


Cars sold in Estland last year 


Model Number sold Percentage 
of total 


4.5 million 


2.5 million 

2 million 

Others 1 million 10% 
| Total 10 million cars 100% 


Now write a sentence about one of the segments. 


Complete the table. Look at C opposite to help you. Use the verb list on page 112 if you need 
more help. 


Base form (infinitive) Second form (past simple) 


decreased 


went down 


fell 
- BE: i 
increased 


Complete the text describing the bar graph. Look at B opposite to help you. 


700 —__— - 


S4 


Sales of Samson mobile phones from July to 


Nov Dec December last year 


Jal T Aug © Sepe | Oct 
In July last year, Samson sold 400,000 phones. In August, sales (1) sessi sisirin to 

250,000. Sales in Septermber (2) eeeeeccccsnsees sssecrecceriseesusee cersnnetssesaceernt . In October, sales increased 
a 50,000 units to 300,000 units and in November they rose (4) sss 300,000 
CS AEE 350,000 units. Then in December, sales went (6) „s11 by 250,000 units to 


600,000 units, 


Over to you Ne 


Draw a bar graph showing how many days off you have each month in a typical year, and 
describe it. (Include holidays and days off for illness.) 
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Presentations 4: site tours 


yy tae 
Company sites 


At Samson’s main (= most important) site you can find: 


the reception area where visitors arrive 
the offices where people work on managing and planning 
the factory or manufacturing plant where products are made 


the research and development department where people work on new ideas and products 


the training department where employces learn how to do their work 
Introduction to the tour 
Guide: Good morning, ladies and gentlemen, and welcome to Samson. Today, we're 


going to see some of the departments on this site. We’ll start here in the 
reception area, then I'll show you the main departments and finally we'll 
look at the production area. I’m afraid we don’t allow photography during 
the tour. 


fani 


—, 


Guided tour 

Guide: Let’s now leave the reception area and move on to the offices. Come this 
way, please. 
Here on the left you can see the marketing department and on the right, the 
finance department. This is the finance director, Clara Long. 

Clara Long: Hello, everyone. 


Guide: Follow me and let’s go into the manufacturing plant. This is where we make 
our mobile phones. We make a million phones a year in this plant. 


Let’s continue now to the research and development department. Pm afraid 
this area is restricted (= closed to the public) but as you can see through the 
window, we’re testing new designs for our phones. 


Now, finally, we can go to have a look at the training department. This is 
where we do all the company training. In this room, you can see some of 
our managers from the finance department on a course in advanced finance. 
Can I ask you to keep your voices down (= speak more quietly) in this area? 
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Match cach place (1-5) to what the guide says {a—) during the guided tour of a company. Look 
at A opposite to help you. 


1 The factory ~~, a We work on ideas for our new products here. 

2 The offices b This is where people learn how to do their job. 

3 The training department ~ This is where we make the products. 

4 The reception area d This is where our managers work. 

5 The research and development e We welcome company visitors here, 
department 


You are the guide on a company site tour. What do you say in the situations below? Look at B 
and C opposite to help you. 

1 Ask your visitors to speak more quietly. 

2 Tell them to follow you into the finance department. 

3 Say that they cannot take photos. 

4 Tell them that the company’s machines are on the left. 

5 Explain that they cannot go into room 101. 


Complete the site tour using the map below. Look at B and C opposite to help you. 


We'll start here in the reception area. Can I ask you to keep your voices (1) ..... dQWM...... in 


this area? Let’s now leave the reception area and (2) asse on to the offices. Come 
ESNS ocene , please. Here on the (4) nsss you can see the sales department 
ari ort Che? (S) ssssccccecsesctis , the human resources department. 


Let’s (6) now to the research and development department. This is where we 
design new computers. Finally, we can go to have a (7) ass. at the training 
department. This is where we do all the company training, including English classes for 
our employees. 


I’m sorry, but we can’t go into the manufacturing plant. It’s (8) „u.s and closed to 
the public. Are there any questions? 


_ DEPARTMENT 


{ 


Over to you 


A 
Write the beginning of a guided tour for your site. Welcome the people to the company 
and name the places you are going to visit. Then write what you say when you take them to 


the first place. 
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Meetings 1: organizing a meeting 


Word combinations with ‘meeting’ 


These verbs are often used in front of ‘a meeting’. 


j 
arrange = organize a meeting 
chair = be in charge of a meeting 
attend : = g0 to a mecting 
a meeting : 
miss = not go to a meeting 
i postpone = change a meeting to a later time 
| 
| iar 
i cancel = not have a planned meeting 


| HT B| Agendas 


An agenda is a list of items (= different things) to talk about at a meeting. Before the 
| mecting, someone sends out the agenda (= sends copies to everyone attending). 


AGENDA 
Staff meeting, 25 January 20__ , Meeting room 3 


~~ Apologies for absence a T 


Minutes of the last meeting 
1 Car parking 
| 2 Company restaurant 

| \ 3 Holiday dates 

x 74 AOB 


f 


N | 
\ \ 
N 


\ Sany other business (= other things that people want to talk about) 


venue (= the place where the meeting will be) 


F Apologies and minutes 
A If an cannot attend a meeting, you send 


your apologies (= a message to say you 
cannot attend). At the beginning of the 
meeting, someone reads out these 

| messages. 


The minutes of a meeting are written 
notes of what is said and decided in the 

| meeting. During the meeting, someone 

| takes the minutes (= writes down what is 
said and decided), After the meeting, 
somcone sends out the minutes. 


At the beginning of the next meeting 
people agree that the minutes are correct. 
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"ed 


Choose the correct word to complete each sentence. Look at A opposite to help you. 


1 Sheeran (missed/arranged) the meeting because she was late for work. 

2 [ decided fo... (cancel/arrange) the mecting because there was nothing to discuss. 

3 We can uson (postpone/cancel) the meeting until next week if necessary. 

4 Lasked Jean to „ssn (arrange/miss) the meeting next week but there were no rooms 
available. 

BP ina (atrended/postponed) the meeting, but they didn’t hear anything interesting, 

6 This meeting is very important. Don’t s. (miss/attend) it! 


Make phrases using the verbs and nouns below. Then match the phrases to their meanings 
(1-4). Look at A and B opposite to help you. 


attend 
send 


your apologies 
the minutes 
the agenda 

a meeting 


send out 
take 


1 make the formal record of a meeting 

2 give people a list of things to talk about at a meeting 
3 go to a mecting 

4 say that you will nor be able to come to a meeting 


Complete the memo with words from the box. Look at B opposite to help you. 


| venue minutes items attend agenda 


From: Chief Executive 
To: All managers 


Please find enclosed the (1) sssr for next week’s meeting. 
Please make a note of the (2) irisi : we are meeting in room 7. 
Let me know if you are unable to (3) sser f 

Please bring with you a copy of the (4) „sss of the last meeting. 
If you want me to add other (5) ssi to the agenda, please let 
me know. 


Over to you DL 


Write the agenda for a meeting in your organization, showing the date, the venue, and the 
items to talk about. 


Business Vocabulary in Use (elementary) 


101 


Meetings 2: chairing a meeting 


LL ) (Al) Chairing 


The chairman, chairwoman or chair (= the person in charge of the meeting) opens, runs 
(= manages) and closes the meeting. 


Opening the meeting 


Is everybody ready? Let’s Does everyone <i James and Chris send 
make a start. with the minutes of the their ss 
l 


ast meeting? 


Running the meeting 
So, the first item is mi a move on to the next item: 
company car park. the company restaurant. 
Closing the meetin 
g g A 
Can I sum up (= repeat i I think that’s all for today. Thank you for 
| main ideas)? We decided .. coming. See you at the next meeting. 


ce Interrupting and stopping interruptions 


Interrupting 


say something 


Can | I : 
come in 


' Isabella Hees 


Stopping interruptions 


| I haven't finished ... 
Just a moment. Can I just finish? 
Let him / her finish. 


Can I say something here about the costs? 


Just a moment. I hayen’t finished talking about the plans. 
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Complete the sentences. Look at A and B opposite to help you. 


1 That’s all... „ today. 

2 Thank you coming. 

3 Lets talk about it suun the next meeting. 

4 Lets MOVE ve tO the next item. 

5 ACARD SUM E 

6 Does everyone agree u the minutes: css the last meeting? 


7 Can I come ....... 


You are chairing a meeting. What do you say in the situations below? 


1 You want Val to let Yvonne speak. 


Think about a recent meeting you attended. Write down what the chair said to open, run 
and close the meeting. Use some of the expressions in this unit and in Unit 47. 
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Meetings 3: opinions and explanations 
E o a Opinions, agreeing and disagreeing 


| 


104 


An opinion is what a person thinks about an idea or a subject. If you have the same 
opinion as another person, then you agree. If you have a different opinion, you disagree. 


Asking for opinions Giving opinions 


What do you think I think ... 
In my opinion, ... 


What’s your opinion 
Agreeing Disagreeing 


I agree. I don’t agree. 

Exactly. I’m afraid I disagree. 

That’s right. | Yes, but... 

I agree with Peter on | that. I disagree with Suc on that. 
this. this. 


What's your opinion of the service in the company restaurant? 
I think it’s very bad! 

I agree. It’s so slow. 

I’m afraid I disagree. In my opinion, it’s quite good. 


OD & > 


Suggesting and explaining 


Suggesting (= telling people about an idea or a plan) 
ee (2 ahs 


( How about ...? ) ( What about ...? ) 


ft. A 
( Why don’t we ...? ) < have an idea. Let’s = 


Responding 


( That’ a good idea. ) 


Asking for explanation 


Sorry, I don’t understand. Do you mean that ...? Are you saying that ...? 


I disagree with D on this. We need to find new people to work in the restaurant. 
Can I come in bere? I have an idea. Let's use a company from outside. 

Sorry, I don’t understand. Do you mean that the people working in the restaurant 
will not be employees of our company? 

That’s right. The restaurant company can be completely independent. 

That's a good idea! 

: I don’t agree. We'll lose control of the restaurant! 


Oe 


Geg 
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Complete the conversation from a meeting using the phrases (a-g). Look at A and B opposite to 


help you. 


a I have an idea 
b I disagree with Ben 
c That’s a good idea 


d Yes, but 


e Do you mean 
f That’s right 
g what do you think 


Anna: 
Ben: 


Charlene: 


Ben: 
Dan: 


Ella: 


Dan: 
Anna: 


So, who’s the best person for the job? Ben, (1) cscs ? 

Lea Smith is very good. She has a lot of experience. 

Bhama about this. Malcolm Jones may be younger, but he has a lot of 
experience too. 

(Bo astenauentouss Lea can start work next week. Malcolm can only start next month. 
Can I come in here? (4) ue . We can give them both a job as a sort of test for 
six months. 

ores keep them both for six months and then give one of them the 
permanent anih 

| ar 

A nee ea ! 1] hadn't thought of that. 


Match what happens in the meeting (1-7) to what the people say (a-g). Look at A and B 
opposite to help you. 


1 Naomi interrupts, and agrees with Linda. a I have an idea. Let’s tell them we will order 


2 Manuel gives his opinion. 


more products if they can make the delivery 
more reliable. 


3 Manuel makes a suggestion. 


4 Linda disagrees with Manuel. 
5 The chair, Chris, starts the meeting. 


6 The chair asks for Manuel’s opinion. 


b I think Partco’s products are very cheap. 
c What do you think about Partco, Manuel? 
d Is everybody ready? 


Yes, but they never deliver on time. 


m 


7 Chris responds. 


-h 


That’s a good idea. 


g Can I say something here? I agree with Linda — 
deliveries from Partco are always late. 


Now put the sentences (a-g) in 49.2 above into the correct order. 


Over to you J 


Think again about a thay, i you attended. Write what people said to agree and 
disagree. Use some of the expressions in this unit. 
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